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ABSTBACT 

The handbook consists of detailed guides for 
instructors of new Post Office employees. A brief introduction 
explains use of the materials, and an orientation handbook for new 
employees deals with Job responsibilities and employee rights and 
benefits. The orientation teacher* s manual consists of detailed 
instructional guidelines for training sessions, presented in column 
format and arranged by: key points; discussion and presentation; and 
instructional aids, notes, and related training activities. An 
orientation film script is also included. The final section covers 
craft orientation and skill training for city letter carriers, 
clerks, mail handlers, special delivery messengers, vehicle 
operators, rural letter carriers, and buildings and equipment 
maintenance personnel. These units specify the skill or topic, time 
needed, coded administrative information, outlined points to be 
covered, and instructional aids and notes to the instructor. (HDM) 
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UNITED STATES POSTAL SERVICE 



• 



Washington, D.C. 20260 

ORIENTATION AND CRAFT SKILL TRAINING 
Penonnel Hvndbook, Series P-23 



Tnuumittal Letter 7 
Septemher 24, 1971 



1 FHJNG INSTRUCTIONS 



t 



Remove page headed: 

312 (p. 13-15) 12 sheets) 

342 (p. 5) (1 sheet) 



312 (p. 13) (1 sheet) 
342 (p.5) (Isheet) 



Insert page headed: 



2 EXPLANATION 

.1 Instructions have been added to help oirrent and new city letter carriers and special delivery 
messengers who are required to drive d:e Jeep Dispatch 100 to become familiar with that 



2 Instructions on the right-hand dri\-e dt-stand truck and the mailster have been deleted 
because these vehicles are being withdrawn f rwn use. 

3 DISTRIBUTION 

Distribute these pages cmly to current holders of Handbook P--23. Excerpts 310 and 340 ate 
being reprinted to include th'^ changes and they will be shipped aut<Mnatically. Wlm available, 
furnish these new excerpts to persons holding the 1969 editions. 

4 RECISSION 

The 1969 editions of excerpt» 310 and 340 are obsolete and should be destroyed. 



vehicle. 




Director^ Office of Manpower Pla/nning 

and Development 
Employee Relations DeparPmefnt. 
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UNITED STATES POSTAL SERVICE 

Was^hiiigton, D.C. 20260 
ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 6 

PerM>nnel Handbook, Series P-.23 December 1, 1970 

1 MATERIAL TRANSMITTED 
New material, part 370, Maintenance Craft, is attached. 

2 PURPOSE 

,1 Part 371 provides instruction to supplement the general guidelines in chapter I. 

:l i'aits 372-377 provide guidelines for the following selected maintenance positions: 

a. Cleaner 

b. Custodian 

c. Laborer, Custodial 

d. Mechanic Helper 

e. General Mechanic 

f. ^ Maintenance Mechanic, MPE 

g. Garage man 

h. Automotive Mechanic 

3 FILING INSTRUCTIONS 
Place in chapter 3 after part 360. 

4 GUIDELINES FOR USING THIS MATERIAL 

.1 Separate Maintenance Craft Orientation is reiiuired for personnel in Equipment 
Maintenance, Building Services, and Vehicle Maintenance. 

.2 The need foi skill training will be based on the judgment of the employee's super- 
visor. An employee will receive training only on equipment on which he will work 
within a reasonable time after completing training. 

.3 Decisions to omit any part of the training prescribed for a particular position may 
be made by the senior maintenance official on the basis of the background and ex- 
perience of particular trainees. If a decision is made to omit training in all of a skill 
or topic, as specified in this handbook, then the "Training Needs" for that skill or 
topic should simply not be checked off on the employee's Individual Training Record. 
If it is decided to omit training in only part or parts of a skill or topic, then "Train- 
ing Needs" for that skill or topic should be checked off on the employee's Individual 
Training Record. Make a notation under "Remarks" on the Training Record to 
identify the portions of training that are to be omitted. Enter reasons for omitting 
training on the reverse of the Record, 

.4 While it is planned to have most maintenance craft training included in this hand- 
book, at this time it does not cover all maintenance training. Maintenance supervisors 
wdl continue to plan and arrange for advanced training, manufacturer training, and 
special or modified equipment training, 

5 DISTRIBUTION 
0_ Part 370, Maintenance Craft, is to be issued as follows : 
a. All holders of the complete handbook. 

O 



b. Part 370 excerpt will be fijrnished to those who will conduct or be responsible for 
maintenance instruction including supervisors of maintenance employees and ex- 
perienced maintenance employees who serve as on-the-job instructors. 

Individual Training Record cards for maintenance employees, Form 2548 G-L, may be 
requisitioned from your area supply center. 







ERIC 



'US. GOVERNMENT PRIN TING OFFICE 1970 O 403-49? 



POST OFFICE DEPARTMENT 

Washington, D.C. 20260 
ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter S 

Personnel Handbook, Series P-23 May 15, 1970 



1 FILING INSTRUCTIONS 

Remove pages headed: Insert pages headed: 

311 (p. 3) (1 sheet) 

321 (p. 5) (1 sheet) 321 (p. 5)-322 (p. 1) (2 sheets) 

331 (p. 7) (1 sheet) 
341 (p. 3) (1 sheet) 
351 (p. 7) (1 sheet) 

2 PURPOSE 

Parts 311, 321, 331, 341 and 351 have been expanded to extend safety training, previously 
specified for new employees, to all craft employees on the rolls prior to the beginning of 
the Orientation and Craft Skill Training System. 




Deputy PoBtmatter General 
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POST OFFICE DEPARTMENT 

Washington, D.C. 20260 
ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 4 

Personnel Handbooks Series P-23 October 10, 1969 




1 MATERIAL TRANSMITTED 

New material, part 360, Rural Carrier Craft, is attached. 

2 FILING INSTRUCTIONS 
Place in chapter 3 after part 350. 

3 PURPOSE 

Part 360 establishes procedures and guidelines for providing Craft Orionta- 
tion and Skills training for newly appointed rural carriers and substitutes 
of record. 

4 DISTRIBUTION 

.1 Part 360, Rural Carrier Craft, is to be issued as follows: 

a. All holders of the complete handbook. 

b. Part 360 excerpt will be furnished to those who will conduct or be re- 
sponsible for rural carrier instruction, including supervisors of rural 
carriers, employees who serve as rural carrier job instructors, and 
driver instructors. 

.2 Form 2548-F, Training Record Card, Rural Carrier, may be requi- 
sitioned from your area supply center.. 



Deputy Posfmcsfer General 




POST OFFICE DEPARTMENT 



Washington, DX* 20260 

ORIENTATION AND CRAFT SKILL TRAINING 
Personnel Handbook, Series P~23 



Transmittal Letter 3 
September 19, 1%9 



1 FILING INSTRUCTIONS 



Remove page headed: 
311 (p. 1) (1 sheet) 



Insert page headed: 
311 (p.l) (1 sheet) 



2 EXPLANATION 

.1 Part 311 has been revised to include the screening of the 16mm motion 
picture film, You CanH Bite Back. This film portrays various methods of 
dealing with dogs on a carrier's route. 

.2 The basic time for carrier orientation is increased from 3 hours to 
3^ hours in order to show this film. 




Deputy Postmaster General 




POST OFFICE DEPARTMENT 

Washington, D,C* 20260 

ORIENTATION AND CRAFT SKILL TRAINING Trwiimittal Letter 2 

PerfM>nne^ Handbook, Series P-23 j^ly 




1 MATERIAL TRANSMITTED 

Attached is a complete revision of Personnel Handbook Series P-23, 
Orientation and Craft Skill Training. 

2 EXPLANATION OF H\NDBOOK CHANGES 

A Chapter I 

.11 Part 110 consists of provisions for the installation, operation and 
mana^renient of ^he Departments new standardized Orientoticm wid 
Craft Skill Training System. Most of these provisions, except as noted below, 
are reprinted with minor editorial changes from the present chapter 1 of 
POD Handbook P-.23. The following are descriptions of changes and addi- 
tions to provisions originally published in Handbook P-23. 
.12 Section 111 Description— New 

.13 Section 114 Scope— Adds another category of emptoi ees to those 
covered by the system. 

.14 Section 115 Adds additional information about distribution and re- 
quisitioning instructional aids for use in the system. 
.15 Part 120 Operatioii of the System— Describes the general proc- 
esses through which orientation and training are achieved under the system 
but omit5 references to responsibilities for staps in the process. Responsi- 
bilities are con.solidaled in 130. 

.16 Part 130 Managing Orientation and Craft Skill Training-~-Distin- 
guishes requirements for offices under ^system and those not under it. Clearly 
identifies basic policies of system. Delineates responsibilities for more people 
and with greater clarity. Descril)es joi) instructor assignments more fully, 
within limits of present arningements for this function. Adds more infor- 
mation on distribution and use of Handbook P-23 and Forms 2548 and (Xi 
using and rei)orting training manhours. Clarifies instructions on initiating 
changes in system and on developing and using supplemental materials 
locally. 




.17 Section l38 Eliminates charging to training the time of regular car- 
riers who arc [>wforming instruction while serving the route. 
.18 Section 1H9 Lists records and reports related to the sy^em* 
.2 Revised Chapters 2 and 3 contain only minor editorial changes. 

3 SUPERSEDED MATERIAL 

The conplete P-23 Handbook furnished under TransmittAl L«tt»r 1 dated 
Sept€«iber 15, 1968- is obsolete. 

4 EFFECTIVE DATE 

These instructions are effective upon receipt 




Assistant Postmaster General. 
Bureau of Personnel 
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Contffiti (370) 




CHAPTER 1 
CHAPTER 2 
210 
220 
230 
240 
250 

CHAPTER 3 
310 
320 
330 
340 
350 
360 
370 



CofYtents 

ORIENTATION AND CRAFT SKIU TRAINING 

Standardized Orientation and Craft Skill Training System 
General Orientation 
(To be published) 

General Orientation Handbook for New Employees 
General Orientatitm Requirements 

Instructor's Guide for General Orientation of New Employees 
A Vital Service Filn^ Script 
Craft Orientation and Skill Training 
C^arrier Craft 
C lerk Craf ♦ 
Mailhandler Craft 
Special Delivery Messenger Craft 
Vehicle Craft 

Rural Letter Carrier Craft (to be published) 
Maintenance Craft (to be published) 
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CHAPTER 1 

STANDARDIZED ORIENTATION AND CRAFT SKILL TRAINING SYSTEM 



110 INTRODUCTION 

111 Description 

This system pro>'ides a uuifonu process 
hy which post ofBcos thnniph^nit the Na- 
tion may guide and coiuhu't the orientation 
of employees to the postal sen ice and tJie 
orientation and skill training of employees 
for the p()st4il craft and ix>sition to which 
each is to be assigned. With latitude for 
necessiiry lo<'al variation, the system pre- 
scribes frh((f is to he taught and irhen. 
fchetr, hy whom and for ho^r long at each 
stage of the employee's orientation and 
training. It also prescribes policies, meth- 
ods and divisions of msponsibility for 
carrying out pai'ts of the process, imd it 
provides a variety of insthictional aids, 
including fonns, instructor guides, film.s, 
etc. 

112 Background 

The system was de\ eloped and field tested 
by the Post Office Depaitmeat in consulta- 
tion with the national leadership of ix>stal 
emplo3'ee unions and with the assistance 
and guidance of many i>ost office and re- 
gional office employees and officials. 

113 Objectives 

By providing national standards and 
guides for orientation and training, this 
system is expected to achieve the 
following; 

a Assure tluit all new employees through- 
out the |>ostal service I'eceive, within 
reasonable limits, adequate training to 
prepare them for efficient, siife, pro- 
ductive perfornuuice of their assigned 
.asks. 

b Reduce turnover and improve work 
performance by estiiblishing a high 
sUindard of orientation and t mining 
for all post offices. 



c Minimize costly duplications of effort 
in developing complete training pro- 
grams in each post office and/or postal 
region. 

d Maintain or reduce national training 
man-hour costs by eliminating instruc- 
tion in extraneous subject matter and 
prescribing training methods at all 
post offices which emphasize the skills 
actually required to perform the work 
assigned. 

e Facilitate appraisal and improvement 
of training programs and their appli- 
cation by local, regional and depart- 
mental management, 
f Reduce duplications and omissions, 
and improve performance by line and 
and staff personnel in their execution of 
training responsibilities, 
g Improve supervision by encouraging 
greater stability in employee work as- 
signments and greater identification of 
particular employees with particular 
supervisors. 
114 Scope 

114.1 Co\erage 

The sj stem is being introduced into 
the postal service in stages. In- 
itially, it was installed only at cer- 
tain post offices, included orienta- 
tation and training requirements 
only for certain specified crafts and 
craft, positions and was to be used 
as the basis for training particular 
gmups of employees. When addi- 
tional planning, development and 
field testing of materials are com- 
pleted, extension and expansion of 
the system to more post offices, to 
additional crafts and craft posi- 
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Standardized Orientation and Craft Skill Training System 



tions luul U) other gmups of em- 
ployees will bo dii-ected until tlio 
scope imd coverage of the system 
in these res{)ects is as bn>ad and in- 
clusive as is practicable. 
IU2 Post Offices 

Inst^illed in all post offices that are 
authorized full-time training gtjitfs 
under provisions of section 844.4, 
Postal Manual (i.e., approximately 
the 1(X) largest i)ost offices), plus 
other post offices that are specifi- 
cally designated by the Regional 
Director. (See also 732.17 Post^il 
Manual.) 

114.3 Crafts and Positions 

J31 Basic, general orientation to 
the post office and the post^il 
service, independent of craft 
assignment. 

•32 S|)ecialized, craft orientation 
to the city letter carrier, clerk, 
mailhandler, motor vehicle 
and special delivery messen- 
ger crafts, 

J3i Craft job skill training for 
one or more positions in each 
of the above crafts. 

114.4 Employees 

-41 New post office craft employ- 
ees receive general orienta- 
tion; craft orientation and 
craft skill training. 

.42 Current post office employees 
being reassigned to a partic- 
ular craft for tfie first time 
receive craft orientation and 
craft skill training in that 
craft and position, 

.43 Current employees being as- 
signed to new duties witfiin 
tfie scope of ttieir current 
craft positions receive craft 
skill training provided the 
new duties require new know- 
ledges and skills not similar to 
knowledges and skills required 
of previously assigned duties. 



115 Supporting Materials 

115.1 Handbook Orientation and 

Craft Skill Training 

A complete description of this 
system, together with copies of the 
principal instnictioual materials 
used in it are published in Hand- 
book P^23, Orientation and Craft 
Skill Training. This handbook is 
divided into chapters and then into 
parts. Eacli chapter and part is 
publislied as a looseleaf unit which 
can also be obtained and used in- 
dependent of the entire handbook. 
The handbook and mos* of its 
chapters and parts may be readily 
updated, as changes are published, 
by simple insertion or substitution 
of new pages. Contents of the 
Handbook are as follows : 
Chapter 1— Standardized Or- 
ientation and Craft Skill 
Training System 
Chapter 2 — General Orientation 
Part 210 — Pre-employment 
Pamphlet (to be published) 
Part 220— General Orienta- 
tion Handbook for New 
Employees 
Part 230— General Orienta- 
tion Requirements 
Part 240 — Instructor's Guide 
for General Orientation of 
New Employees 
Part 260~"A Vital Service" 
Film Script 
Chapter 3 — Craft Orientation 
and Skill Training Re- 
quirements 
Part 310— City Letter Carrier 

Craft 
Part 320— Clerk Craft 
Part 330— Mailhandler Craft 
Part 340 — Special Delivery 

Messenger Craft 
Part 350— Vehicle Craft 
Part 360— Rural Letter Car- 
rier Craft (to be published) 
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Vnrt 'MO — ^^ainten^lnce Craft 
(to be published) 

115.2 Form 2518 Series— Individual 
Training Record 

This is a card fonu on which the 
orientation and training each em- 
ployee is to receive and has received 
is m'ordeil. The siune basic fonu is 
used to ixcord orient^ition and 
training in each kind of craft posi- 
tion covei-ed by the system. How- 
ever, for euch type of position (e.g., 
city letter carrier, distribution 
clerk, niailhandler, etc.), the form 
is overprinted with the names of 
the topics and skills in which train- 
ing is prescribed in the appropriate 
part of chapter 3, Handbook P~23. 
The i)ositicn for which each over- 
printc^d ionn is to be used is indi- 
cated by an oveq)rinting of }X)si- 
tion title plus addition of a letter 
suffix to the form number (e.g.. 
Form 2548-A, etc.). 

115.3 Other Materials 

In addition to the publications in- 
cluded as parts of chapter 2, Hand- 
book P-23, a variety of materials 
such as films, filmstrips, instructor 
guides, handbooks, pamphlets, 
training equipment, etc., ai^ pre- 
scribed for use in the system as 
instnictional aids. Initial supplier 
of newly piYxluce^l materials will 
be distributetl to the field by the 
Depai-tment autr)matically as they 
l)ecome available. Field requests 
for additional or replacement sup- 
I)lievS should be submitted through 
normal channels as needed. 

120 Operation of the System 

121 Prc»paration 

When new employ ei^ report for pei'sr)nnel 
pn)cessi ng: 

a They are given a copy of the General 
Orientation Ilamlbook for New Km- 
ptoyvvH (Part 220, nandl)ook P-2n) 
and are advise<l of the date, place and 
time they ai*e to l>c*gin their general ori- 
entation training. They ai-e instructed 
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to read the Orientation Handbook be- 
forehand, to bring it to the general ori- 
entation classroom session, and to be 
prepared to ask any questions they 
may have at that time, 
b An Individual Training Record 
(Fonu 2548 Series) is prepared for 
each employee Jind the training that 
each will need to perform initial as- 
signments is checked off on the card. 

122 General Orientation 

122.1 Each newly hired employee re- 
ceives general orientation, as speci- 
fied for aJl employees in parts 230 
and 240 of Handbook P~23. Except 
in unusual circumstances, the ordy 
iissigmnent newly hired employees 
receive on their first day of employ- 
ment is to attend the coinjAete gen- 
eral orientation program. After 
completing the general orientation, 
the new employees receive no fur- 
ther assignments that day. They 
are scheduled to report the next 
workday to the appropriate craft 
orientation session. (See 123) 

122.2 When all or portions of the general 
orientation are completed, appro- 
priate portions of the Individual 
Training Record are signed off and 
dated. 

123 Craft Orientation 

123.1 Employees who are newly hired or 
newly assigned to a craft are given 
orientation to that craft as speci- 
fied in chapter 3, Handbook P-23. 
Except in imusual circmnstances, 
new employees are given the entire 
craft orientation on the first, work- 
day following the general orienta- 
tion session. Following the craft 
orientation, employees are assigned 
to their work ai-eas. 

123.2 When all or portions of craft ori- 
entation are cx>mpleted, appropri- 
ate i)ortions of the Indindual 
Training Record are signed off and 
dated. The card is then referred to 
tJie locations idenitified in 139. 
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124 ('nift Skill Tniiuin^r 
124.1 Initial Training 

.11 Einployees who newly 
hi ml or newly assigned to a 
part itailar craft |)0';ition (e.g., 
city letter carrier, distribution 
clerk, niailhandlor, niechivnic 
heli)er, etc.), are given specific 
training in skills needed to 
I>erfomi their initial work as- 
signments. Elements and con- 
ditions of this t mining are 
specified in the orientation 
Jind skill training requirement 
sheets in chapter 3, Handbook 

.12 Wlien instruction of an em- 
ployee in a particular skill is 
completed, the instnictor ini- 
tials and dates the Individual 
Training Rec^ord on the line 
related to that skill and entei*s 
the time used. If, after provid- 
ing the basic instniction for a 
particular skill, tlie instructor 
l)el ieves an employee needs 
more instniction, he notes this 
in '^Remarks*' on the i-ecord, 
and, with the approval of the 
appmpriate supervisor, pro- 
vides the added instniction 
and again initials, datevS, and 
indicates time used on the rec- 
ord. (This annotation by the 
' inst.ructor specifies the partic- 
ular sub-topic (s) liste<l in the 
orient^ition or training re- 
quirement sheets in which ad- 
ditional training is needed).; 
.13 When the employee *s instnic- 
tion in a requiml skill is com-^ 
pleted, the Individual Train- 
ing Record is signed and da*e<l 
by his immediate supervisor. 
Before an employee, is as- 
signed to a new task, it must' 
be detennine<l, with the aid of 
the re-cord when* necessarj-, 
that the employee has re- 



ceived tmining in the i-equired 
skills. 

121.2 Additional Training 

If the employee is to be iissigned 
new duties within tlie scope of his 
position after initial training, tlie 
employees Individual Training 
Reconi is marked to show the addi- 
tional ti-aiuing the employee must 
receive in order to acquire the 
knowledge and skill needed to per- 
fonn these duties. Then the re- 
quired training is given and docu- 
mented, as prescribed in 124, 
125 Review and Inspect Ion 

Once each accounting period (except A/P 
7) 10 percent of the indi^ndual Training 
Reco'ds are carefully renewed by the 
training section to determine whether 
they are current and accurate. Summary 
I'eports of these reviews are made to the 
postmnster and to appropriate operating 
officials for information and necessary 
followup action. Postal inspectors, finance 
examinei's and postal service officers also 
spot check representative numbers of 
Individual Training Records during rou- 
tine inspections and examinations and 
compare the spot, checks with local sum- 
mary reports. 

130 Managing Orientation and (-raft. Skill 
Training 

131 Offices in Which the System is Installed 
Post ortice.s that are directed to install this 
system are required to follow the instnic- 
tions for managing the system that are 
in section 732.1, Postal Manual and in 
Handbook P-23. For such offices, these in- 
stnictions supersede any other local, re- 
gional and departmental instructions and 
practices which may be in conflict with 
them. 

132 Other Offices 

Offices in which installation of the system 
A/w not been directed will continue to fol- 
low prior inst^nictions and practices, in 
eluding those contained in other sections 
of part 110 and section 345.44, Posf vl 
Manual. 



Tl-2, 7-1-69 
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133 Orientation to the SysttMU 
Departmental officials initially oriented 
officials of each regional office to the sys- 
tem throiig^h fonnal meetings and dis- 
cussions before the system was installed 
in post offices. Regional officials, in turn, 
hold orientation meetings with officials 
of post offices in which the system is about 
to be installed. These local officials plan, 
organize and conduct orientation meet- 
ings for other local officials lUid for 
supervisors of all activities in the post of- 
fices which employ craft employees. Local 
orientation meetings provide participants 
with needed information on the opera- 
tion and management of the system in the 
post office and on their specific functions 
and responsibilities in the system. This 
orientation will be repeated as needed for 
new supervisoi*s. Orient^ition of regional 
and local personnel that is comparable 
to the above will be conducted whenever 
significant additions or changes to the sys- 
tem are about to be elfected. 

134 Policies 

The following policy requirements under- 
lie this system and are to l>e complied with 
under all but emergency conditions: 
a Each employee shall receive training 
needed to i)erform each new work as- 
signment before being required to per- 
form the assignment under routine 
supervision, 
b In order to help assure that learning 
is retained and reinforced through 
practice, training shall be provided 
immediately before the work assign- 
ment, or as soon beforehand as 
possible. 

135 Responsibilities 
135.1 Postmaster 

.11 The postmaster will take ac- 
tions necessary to insure that 
the system is operated and 
managed as prescribed and 
that its objectives are achieved 
in his post office. These actions 
include but are not limited to 
the following:; 
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a Become thoroughly fa- 
miliar with basic provi- 
sions of the system and 
with tlie divisions of re- 
sponsibility prescribed for 
its installation and man- 
agement, 
b Assign responsibilities and 
delegate commensurate au- 
thority to specific individ- 
uals and alternates for 
carrying out each step in 
the operation and man- 
agment of the system, 
c Periodically obtain the 
views and recommenda- 
tions of local operating and 
staff officials, of appropri- 
ate local postal employee 
union representatives and 
of finance examiners con- 
cerning the operation and 
management of the system 
in relation to established 
instructions and objec- 
tives. Review summary re- 
ports of checks made by 
the training staff each ac- 
counting period of Indi- 
vidual Training Records, 
d Take followup action to 
provide recognition for ex- 
cellence or to bring about 
correction of deficiencies. 
The latter might include 
direction or redirection of 
local officials and super- 
visors, requests for techni- 
cal assistance from the 
regional office, recommen- 
dations to the Department 
through the regional office 
of additions, deletions or 
other changes to improve 
the system, etc. 
In addition, the postmaster 
(or designee of appropriate 
rank and capacity) will per- 
son^r*' conduct the introduc- 
toi^ t^elcome portion of each 
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iuMUT.J ( )rii»utatiou st^ssion 
for new ein|)l()\ eos. (Set^ 
II.in(ll)(M)k V 2:\,^ Parts 2;M) 
aiul 240.) 
135*2 <)|>(M atiiinr OHirials 

As iihed liere, tlio term ••<)|H»nitin;( 
oflirial" ^losi^na^e^. a hi^ljer \v\v\ 
person in rliar<!:i» of a major divi- 
sion of the post oHice or tonr to 
which new personnel aiv assigned 
(e.^., (lim^or of operations, ^ini- 
oral Miperintendent or sn|HM'ni- 
tendent of mails, tonr snperin- 
tendent^ postal plant on*?ineer, 
collide niaintenanre su})erintend- 
ent, otr.), Tluv^» officials will take 
actions sary and a,s diit»cte<l to 
insure that the svslein is openxted 
and inana«^ed as pivscrihod and 
that its o!)jwtives are achieved in 
the nnits for which they im- each 
i-esponsible. Thest* su tions include 
but are not limited to the 
follo\vin<r : 

a Heconie familiar with basic pro- 
visions of this system and thor- 
oughly infonned about thost^ 
uspet'ts of it that are dircetly re- 
lated to the facility, tour or ac- 
tivity for which the oHicial is 
msponsible.. 

b With assistance of TraininiJ 
Se<tion, develo]), dinvt, Jiud 
periodically evaluate the opera- 
tion of a spiv ific subsystem for 
administering cm ft skill train- 
ing within the facility or tour 
and in acc^)rdance with require- 
ments of this system. 

c Determine specilie work assipii- 
ments of each new and current 
emplovK^ for whom i'es])onsil)le. 

d Identify to Trainin<r Sectio!) 
tile immediate supervisor (s) of 
each new employee and of any 
other employee who is about to 
be assijrned to a craft or a par- 
ticular craft position for the 
first time.. 
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e With assistance of Training 
Section, chei'k off cm Individual 
Trainin;^ EeiX)rds the orienta- 
tion and/or training I'cquii'cd 
for each employee referi^d to in 
c fd)ove, 

f Conduct devsiguated portion of 
(Jeneral Orientation meetings 
for new employees. 

g Collaborate witli Training Sec- 
tion in itvS organization, sched- 
uling, and coordination of Craft 
Orientation sessions for em- 
ployees who are newly jussigned 
to a particular craft for wliose 
work the official is I'esponsible. 

h Select and assign appropriat-e 
snpervisoi-s, subject matter spe- 
cialists and employees to receive 
instructor training, if needed, 
and to servo as instructors in tJie 
conduct of all on- and off-the- 
job orientation and training in 
subject unitter fields for wliich 
responsible. 

i Eslablish an Individual Train- 
ing Record for each employee 
who does not Iiave one and is 
alx)ut to be jissigned (and there- 
fore trained) to perform new 
duties within the scope of his 
present position., 

j (^heck off on Individual Train- 
ing Re<wds additional training 
re<iuire<l for eacli employee re- 
ferred to in h above. 

k Arrtmge for transfer of Indi- 
\ idual Training Record to new 
location when an employee is 
ivjussigned, without change in 
position title, to another part of 
the facility in which a change in 
location of the Re<"ord is 
rajuired. 

1 In conjunction with review and 
evaluation of the specific sub- 
system (par b alK)ve), n\m re- 
views and evaluates operation 
of the overall system, taking 
into ac<'ount evaluations and 

TU2. 7-1^ 
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m'oniiii<MHlati<»iLs rmiivod fmiu 
operatiiiiT suikm*\ isoiN, and m - 
oniiiuMuls iin{)rovoineijt.s to the 
postiiiasttM* for |)(»<sil)le suhinis- 
sioii to the Departuifiir throu^rh 
the refrional oflioe. 
Eiiiphn inent and Services Section ^ 
•31 Become familiar with basic- 
provisions and thoroughly in- 
forme* I alx )ut i nst vuri ions 
and proeedureH rt lat^d to 
Kmplovnient and Placement 
Section resjx)nsihilities under 
the system. 
.32 Issue ti copy of General 
Orientation Handbook for 
Xew p]mpl(\vees ( Part 220 
of Ilandlxiok P-23) to each 
new employee when he re- 
ports for peisonnel processing 
at the time of his appoint- 
ments 

•33 During pei'sonne, prcKessing, 
advise (»ach new employee of 
the date, time, and place he is 
to report for general orienta- 
tion training: instruct, him t^) 
read the General Orientation 
Handbook Ik forehand, to 
bring it with him to the Gen- 
eral Orientation meeting and 
to be prepared to ask any 
questions he has at that time. 

.34 Prepare an appmpriate lu- 
di\idual Training Hecord for 
e;u-h otHcial per^^onnel trans- 
action in which an employee is 
assigned for the tii*st time to 
a [)osirion within the scope of 
this system. Kefer the record 
to the training section. 

»35 Provide relevant information 
and othei*wis(> as^i^t operat- 
ing officials upon ivquest to 
establish an Indi\ itiual Train- 
ing Hecord fov an employee 
who does not have one ami is 
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about to be i^sigued (and 
therefoi-e trained) to perform 
new duties not similar to pre- 
viously assigned duties within 
the scope of his present 
l)osition, 

.36 Obtain old Individual Tniin- 
ing Record for each employee 
who is reassigned or promoted 
from one craft position to an- 
other or is tmnsferred out of 
the post office, and file on the 
right side of his official per- 
sonnel folder. 
135.4 Training Section ^ 

.41 Become thoroLghly informed 
about all aspects of the sys- 
tem that are related to its in- 
stallation and operation at the 
local post office level. 

.42 As :i joint action with princi- 
pal operat ing officials, conduct 
initial and i>eriodic orienta- 
tion to the system for other 
officials, supervisors and job 
instructors in accordance with 
133. 

.43 Assist operating officials to 
identify and to check off on 
Individual Training Record 
the orientation and training 
prescribed under the system 
which each employee must re- 
ceive in order to perform 
initial assigiunents in a craft 
or craft position to which he 
is assigned for the first time. 

.44 Organize and schedule Gen- 
eral Orientation and Craft 
Orientation meetings in co- 
ordinaticm with appi*opriate 
oi)erating and slatf officials. 
Actively a.ssist officials, op- 
erating supervisors, and job 
instructors who conduct these 
meetings. Certify completion 
of General Orientation on 
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Individual Training Hecords 
and furnish these records for 
further action to those who 
i-onduct craft orieutation. 

.45 In coordiualion \\ith opera(- 
iu|i^ oHicialN phui, or»^auize, 
>cheduh» and conduct courses, 
coadiin^ sessions and infor- 
mal assistance ih chissrooms, 
at wo»'k h)cations and else- 
where to pix^pare supervisors, 
job instructors, scheme ex- 
aminers and others to per- 
form instruction for which 
each is responsible.' 

.46 Active! V a,ssi>t ope.nitin]|{ of- 
ficials to develop, dim-t and 
periinlically evahnite the op- 
enition <>f a sptH'ific subsystem 
for udminis'terin^ cnift. skill 
t mining in a4M*ordjuice with 
this. system within the facility 
or tour for which each is re- 
sponsible. This includes but is 
not limited to the following 
actions:. 

a De.veh)p and reconuiiend 
writt^^n instinct ions luid 
pnx'edui'evS desigiuUing lo- 
cations at which Ilnud- 
book V-*2»\ and Individual 
'I'rainin^ Kecords will 1k^ 
m:unt4iine<l; when and how- 
supervisor's and job in- 
stru<*tors will n»akc entrii^s 
on Individual Tniiniu^j 
Re<*ords; when, how, by 
\\bom, and for what pur- 
po.^' information will l>e- 
transcril>exl fi-om Individ- 
ual Trainin^r K<N'ords for 
ivp*)i'tiu^i^ pnrpo-es. 

b Ke^yidarly and frequently 
\ isit all units ( including 
s<*henH^ training n n i t) 
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where employees are re- 
ceiving craft skill training 
under the system ; explain 
to supervisors methods for 
evaluating and directing 
the work of job instructors 
who tniin employees work- 
ing in their units; obspne 
i nst ruction in progrees ; 
give on-the-spot coaching 
imd tips on instructional 
methods and texjhnique, 
plus additional orienta- 
tion to thi , system to 
supervisors and job in- 
structors; check and initi- 
ate followthrough action 
when needed to assure that^ 
supervisors and job in- 
.structoi's liave required 
instructional supplies and 
materials and are other- 
wise prepared to perform 
effective job instruction 
under the system, 
c Spot*check entries on In- 
dividual Training Records 
in accordance wuth 125, 
d Rei)ort observations and 
actions to operating official 
in charge of tour or facil* 
ity together with recom- 
mendations for followup 
nuinagK^nent Jiction to rec- 
ognize effe^^tive training 
and to correct deficiencies, 
as needed. 
135.5 Operating SuiHTvisors 

Foi-emen and other supervisors 
who direct and oversee the work 
of postal craft employees will take 
actions needed to insure that these 
employees are proj)erly trained^ 
in accordance with this system, to 
l)erfomi the work to which each is 
assigned. These actions include the 
following:, 

a Become familiar with basic 
provisions of the system and 
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tlioroughly inforinod ixlmit its 
application to tlie optTatloii or 
activities for wliich n?j5|>oiisi- 
hie. 

b Throujrh instructor (raining 
coursei?, coaching st^ssions, in- 
formal guidance, and other 
sources and methods, leiirn 
techniques of joh instruction, 
techniques of classroom in- 
struction, if required, and how 
these techniques are to be ap- 
plietl in perfomiinp assigned 
instructional responsibilities 
under this system, 
c Asilirocted, (»onduct desipiated 
portions of craft orientation 
meeting, 
d Kevie.v Individual Traininjr 
Records of nxsi^nod employees 
to determine whether they have 
receiveil or need to receive 
training under the system for 
the work to l>e i)erfomied. 
c For enq)loyees who require 
training, either pei'S(»naIly in- 
struct each employee in re- 
quired topics and skills or di- 
rect and ovei-see instruction by 
other employees who have 
lx»en .selivted and trained to 
serve as job instruct<u*s under 
this system, 
f For instruct ioii per^onaUy con- 
ducted by the sujHMvisor, enter 
initials, (h\ti\ and time used on 
IndividualTruining Record. 
g When an employee requires 
a(hlitionnl instruction in a par- 
ti(Mdar skill that would exceed 
the time pres<Til)ed for that 
purpose in the appropriate 
|)art of HandlM>ok P-2Ii, either 
(a) authorize or ouuluct addi- 
tioiiul in^truc'tio^ or (b) ivc- 
ommend :ulditional in^trti(*tiou 
for approval by biglier autlior- 
it v., {Sve :d>o V4\) 
h For all instruction conducted 
or .sui>ervisC4l, sign and date In- 
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dividual Training Record when 
instruction is completed certi- 
fying satisfactory training of 
employee in eacli particular 
skill. 

i Observe and evaluate operation 
of the system and recommend 
improvements, where needed, to 
appr«)priate openiting officials. 
Also review similar evaluations 
and recommendations by job in- 
structors and forward to op- 
eniting officials with own 
evalnat ion and comments. 
135«6 Job Instructors 

Job Instructors orient and train 
[x)stal craft employees in desig- 
nated topics and skills, in accord- 
ance with this system and under 
dim'tions of a sujwrvisor to whom 
both the trainees and the instructor 
are assigned during the {period of 
instruction. (See also 136.) Ac- 
tions required to jierform this 
function incdude the following: 
a Become familiar with basic 
pmvisions of the system and 
thoroughly informed about the 
craft orientation ^nd/or craft 
skill training requirements \u 
the appropriate part of Hand- 
book in which instruction 
is t(j be jwrformed and for 
dri\er instmctor and examiner 
positions, the criteria is out- 
lined in HaiKU)ookCR-4. 
b ThivHigh instrtictor training 
courses, coaching sessions, in- 
formal guidaiu'e, and other 
sources and metluuls, learn 
te4'hni(jues of job instniction, 
techni(pit*s u{ cljussnKuu instnic- 
tion, if ri^[nir(Hl, and how these 
tiN'hniques are t4> Im» applied in 
iMM'forining jussigncd instruc- 
tional res[ >onsi hi 1 it i e« under 
this system, 
c As diiwted, conduct designiUed 
portions of craft orientation 
meetings. 
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na(e<l I'uiplovcrs in siMMifuHl 
*raft >kills \i\ uironlaiuv with 
itH|iiimuoni> M»t forth in tho 
aiipropriulf [mii of IlanillHu^k 

e For vwi'li fUiplouH* instnu'te<L 
entiM' initials, <lato and tinio 
utsed on Individual Training 
RiHord. 

f Condnrt additional tnuuin^. 
approval hy supervisor and, 
uiMKi complotion, ajiain enter 
initials, <late and time used in 
appropriate coUunns of Indi- 
\i<lual Training Ueoortl. 
ff ObM^rve and evaluate opera- 
lion of the >ysteni and reeoni- 
niend improvements wheiv 
needed, to appropriate sui)cr- 
visor. 
135.7 Other Officials 

The ortirials listed Mow have 
specified responsibilities for the 
oi)eration and nnina^enient of the 
system. Alternates di^sipiated to 
act for these officitds for such pur- 
|>oses in their al)sence should be as 
nearly tHpnd to the principal des- 
\^\\i}e in rank and ca[)arity to 
I)erfomi the assignment as is 
practicable:. 

a Postfi! /nj<piTtor — As part of 
jK>st office audit, reviews craft 
training system to determine 
conjpliance with provisions of 
l*ostal Manual 732.1. 

b Fhnnur Exomlnen — S[)ot check 
representative sampk»s of in- 
dividual Trainin^j: Records for 
f'ompleteness and for compari- 
uith other itvords and iv- 
I)ortsof training manhcmrsused. 

C PoHtii! Secnir ^>^V/ /^-Duriu^j 
routine and perio<lif* vi^^it?; to 
post (>f!i4'es, reviews cYVifi lrain< 
ing sy^tenu dis<'u^^s i)jH«ra(ion 
of system with ivs|xmsible man- 
ajrenjent officiuK to determine 
possible problem ureas where 
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rejjional assistance may be war- 
ranted, and infornts the re- 
gional training manager and 
other resiMJUsible regional offi- 
cials, through appropriate 
channels, 
d liCf/ion^if Ti jhxing Manager — 
Pn>vide8 technical guidance and 
dir(H*tion to {)ostmaster and 
other IcK-al management officials 
on implement inff and adminis- 
tering pnn-isions of section 
732.1, Postal Manual. Assists 
hH»al officials in .solving specific 
craft training problems upon 
request, and in response to pos- 
tal service officer and inspection 
service rejxirts and other sources 
of ]XTtinent information, 
e Safety Panonnel — C o n d u c t 
part of general orientation 
meetings dealing with safety 
and emergency procedures. As- 
sist and advise job instructors 
and operating supervisors in in- 
tegrating safety and solving 
safety training problems in ih^ 
system. Under the direction of 
the regional safety staffs in- 
stallation safety personnel mon- 
itor the safety training done by 
supervisors responsible for the 
craft orientation and skill train- 
ing functions. 
136 Instructors and Instructor Training 
136.1 The In.^ructor Function 

.Iol> inst nictors are uonsui)ervisory 
craft eniplove>os who are assigned 
to orient or truin other craft em- 
ployees in certain specific topics or 
skills under direction of an operat- 
ing suiKM'visor, who is in charge of 
the oi)eration or activity to which 
the employees are assigned. By 
l>erforming thi.s function, the job 
instruct(U* relieves the sui)ervisc'* 
of M>mc of his workload hut none 
of his lesijonsibility. The sui)er- 
vl*^>r i.v still accountable for in.sur- 
ing that employees working for 
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him aro inslrurtrd how to |K»rfonii 
ajssipied in artonhinro with 
pnnisions of this system. Xor- 
nially j<»h iiwtnirt(»rs Khou|<| }h* 
eniphiyecs who are repuhirly as* 
si^eil to the unit su|>ervis<irs and 
shoiiUI only train employt^es w!io 
are newly assipunl to the unit. If 
a job instructor is not ivpihirly 
assipietl to a pa.ticular unit in 
whieli he |H*rfonns instruction, lie 
is nonetheless accountalile to tiie 
unit su|>ervisor for any instruction 
he jrives in the work of the unit. 

138.2 Typical Job Instructor Assipi- 

nients 

Job instnictors n^ay |>erfonn in- 
MriK'tiou full time or most of the 
tinu\ or they nniy perform other 
duties the majority of the time 
and Ik* assisted instructional 
duties only iK'casionally and for 
short |)eri(Kls of time. Many car- 
rier technicians, nmilhandler 
i?roup leaders, distribution and 
dispatch ex|)e<liters, and lead me- 
clianics serve as job instructors for 
regular, frequent or extende<l 
j)eri<Hls of time. Other craft em- 
ployees may a 1st* ituvive job in- 
.structor assifrnments for either 
short or extended |)erio<ls as ivg- 
ular or colhitoral duties. 

136.3 Instructor Qualitication.s 

lioth job in^tnictors and su|)er- 
visors. wlio ]ieiN4Hmlly fierfonn 
instruction, should Ih» able to c^m^- 
nuinicate effectively with ei»\)lov- 
ees and should l)e well infonned 
and prolirient in particular topic.*? 
and skills in which they are to 
instruct. 
ISfi. 4 Instructor Traininjr 

liotli ojHMating sujiervisors and 
job in.structoi's who are to |H»rform 
instruction under this system shall 
initially nveive 4 hours <»f job in-: 
structor training s|)e<'ilically de- 
signetl to sup|)ort and implement 
this system, unless they have re- 



ceived equivalent training and are 
considered to be proficient. After 
initial !n$tn}ctor training, thtm 
sui>er> isors and job instructors an- 
nually simll receive at least 2 hours 
of formal, planned refresher 
training in jol> instruction and 
<^4)er matters as needed to ke(f> up 
U\ date and proticient in operating 
and managing this system. 
13S. 5 lastnictor-Trainee Ratios 

The tatio of qualiM instructors 
to trainees to be maintained for 
each o|>erat ion will depend on com- 
plexity of subject matter, stai^ 
of trainee program, visibility ^nd 
iioise levels in instructional are^i, 
etc. However, this ratio shall !)c 
such in each instance that each 
trainee receives the concentrated, 
indivldti4il attention needed^ with- 
in the allotttnl training time, to as- 
sure that he has a reasonable op> 
portunity to learn how to perform 
the task assigned. For example, 
the ratio of instructor to trainees 
on initial training on the outgoing 
letter primary distribution shall 
api)nr)ximate one instructor to five 
trainees. 

136.6 Assigmnent of Relief Foreman 
During Instruction 
When the line foreman is conduct- 
ing skill training for trainees in 
his unit, a relief foreman will be 
assigned, where necessary, to pro- 
vide coverage of the unit produc- 
tion during the training iieriod. 
137 Dhtnhution. Mamtempce and Use of 
Handbook P-JJ and Its Excerpts 
137 A Di^tnhHtion 

•11 A complete handbook is to be 
issued to and niaintained by 
or for the postmaster, mem- 
bers of the ]x>stmaster^s top 
staff and other management 
officials down to and includ- 
ing heads of tours, installa- 
tions and facilities, such as 
tour superintendents, station 
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8U|H»rinteiKleiits, vehicle 
nmintcnauce suiierintendentSi 
etc. Requisition Handbook 
V S\ and exrerpts acronlinp 
to instnu'tionsin Postal Man- 
ila!, Part 114. 
.12 All siipenisorv |>ersonnel ar^ 
to receive chapter 1, Stand- 
ardized Orientation and 
Craft Skni Training System, 
and part of cliapter 2, 
General Orientation Require- 
ments. 

•13 SuiJervisoi-s of city letter 
4*arriens e.uployees who serve 
as city letic»r carrier instruc- 
tors, and driver instructors 
are furnisijed Part 310, City 
letter Carrier Cruft. 

.14 S»j)ervi«>rs of distribution 
i'lerks, employee.^ who serve 
as distribution clerk jol> in- 
striK-tors and scliemc examin- 
ers-inst motors are furnished 
Part 32(),Clerk Craft. 

.15 Su{)ervisors of umiliiandlers, 
nmilhandlers ^nip leaders, 
and other employees who 
serve as mailhandler job in- 
structors are furnished Pari 
:m, Mailhandler Craft. 

.16 Sui)ervisors of s{)ecial deliv- 
ery nies>vn^i»rs i^ipk)yees 
niio starve u.s s|HN'ial delivery 
nic^ssenirer j< J> instnh-tors and 
driver instructors are fur- 
nishni Part S|)e< ial l>e- 
livcry Messenjrer (^raft. 

J7 Sujiervisors of veliicle oper- 
ators, employees who serve as 
vehicle ojierator job instruc- 
tors an<l driver instructors 
atv furnished Part liiM), Ve- 
hitleCraft. 

.18 I/K-al otRcials <|esipiated to 
participate as instructors in 
the General Oriei»*ati<m ses- 
sion are furnished Part *24(^ 
Instructors Guide for Gen- 
eral Orientation. 



•19 New employees are funii^ed 
Part 220, General Orkntatioii 
Handbook for new employees. 

Maintenance 

2\ Ail new material and replace- 
ment pag^ are sent under 
cover of a transmittal letter, 
which explains bri^y the 
change or material attached. 

31 Holders of the handbook and 
excerpts are responsible for 
filinfc changes promptly and 
maintaining the material in a 
current status. 

137:; U$e 

•31 Officials who mai.^tain the 
handbook or excerpts shall 
permit employees and union 
repi^ntatires on proper re- 
quest to read these materials. 
J2 Supenisors and job instruc- 
tors sliall follow Uie proce- 
dures and guidelines as pre- 
scribed by Handbook P-28 
when training employees in 
jobs covered. 

Training Manhours 

138.1 HandlK>ok P-23 specifies basic time 
))eriods required to cover each unit 
of orientation or skill training. 
Charge time used for orientation 
and training that is within the 
amounts specified, to trainings not 
to production. This applies to both 
classroom and on-the-job instruc- 
tion and includesthe time of train- 
ees and on>tl)e-job instructors, but 
not su|)ervisors, nor regular car- 
riers providing on-the-job instruc- 
tion to new carriers while serving 
the route. 

13&2 If additional time beyond tlie stip- 
ulate<i aniomit is necessary and au- 
tliorizHl to train newly assigned 
empioym this time shall be 
charge<I to production, not train- 
ing. 

138.3 Record and credit any production 
Hchieved by trainees while receiv- 
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ing training as part of the prcniuc- 
tivity of the unit or opemtion. 
1384 Travel time spent in getting to and 
from training areas, when neces- 
sar)', and nonsupervisorj^ time al- 
lotted and us(»d for i)rej>aratiou for 
instructing, as specified iu the sys- 
tem instructions, will Ik* trans- 
ferred to training. 
139 Records and Reports 
139*1 Records 

•11 Form 2548 Series, Individual 
Training Record 
•111 Distribution 

Cards for new employ- 
ees a re prepa red and 
distributed according to 
provision hi Postal 
Manual 732.175c. Blank 
cards are distributed to 
points referred to in 
paragraph 112 below 
for est^iblisimient, of 
records for curi'ent em- 
ployees who are about 
to be assigned (and 
therefore trained) to 
perform n e w duties 
within the scope of 
their present jol). Req- 
uisition Form 2548 
Series from the approp- 
priate supply center.. 
•112 Maintenance 

Each employees Indi- 
vidual Training Riwrd 
is kept at a central point 
convenient to his work 
location. In offices 
where tour superintend- 
ents are assigned, these 
records will be main- 
tained nude!" the direct 
responsibilitv of the of- 
fice supervisor or clerk, 
in the tour superintend- 
ent's office where the 
tour records, employee 
evaluations, etc. are lo-. 
cated. At smaller <>ffices 

•7, T*l^9 



they are mamtained in 
the superintendent of 
mails or facility man- 
agers (rffice. Mainte- 
nance employee train- 
ing records are filed in 
the postal plant engi- 
neers office, mainte- 
nance control office or a 
location which is access- 
ible to the mainte- 
tenance supervisor or 
job instructor. Main- 
tain Form 2548 Series 
alphabetically by em- 
ployee's last name, 
within each pay loca- 
tion, with a separate file 
for each tour., 
•113 Use 

Operating officials 
check off orientation 
and training' each em- 
ployee needs. Supervis- 
ors and job instructors 
refer to Form 2548 to 
determine what train- 
ing an employee has had 
or needs to perform as- 
signed jobs. Within rea- 
sonable bounds, em- 
ployees may review 
their own Individual 
Training Record upon 
recjuest. Recognized un- 
ion representatives may 
also i*evie\v these rec- 
ords for employees they 
represent. 
•12 Koiin 2:H5, Persoun**! Man- 
power (yellow) 
This is used to record clerk- 
nni i 1 ha ndlor t ra i ni ng man - 
honi^s at authorized units. 
•13 Form Vm, Other Service 
(^ird 

This is used according to pro- 
visions in Handlx)ok F-:21. 
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139.2 Re|K)rts 

Form 1670, Total IIoiu-s Trans- 
ferml To Aiul From Payroll 
Arrounts, is um\\ to tnin^ft»r inan- 
hoiii's to and from a<H'ounts iiirlml- 
ing traininjj: accounts. Prepare 
Fom 1()7<) unoixlin*!: to in.strur- 
tioiis in Ilandl>ook F-^l. 

140 Initiating Changes 

141 r»cal Snpplements to Standard Instruc- 
tional Materials 

Postniastei'S nniy autlu>ri/t' pivparation 
and use of instnK tion.il nniterials to 
plenunt the standard materials (em- 
pK)vee orient at io»i han(UK)ok, instructor 
^aiide, cnift orientation and skill training 
i*e<iuirements. et<\) that are furnisluHl for 
use with the system. This authority ex- 
tends only to the use of supplementary 
material that (a) is dearly necessary for 
the orientation and training to cover top- 



ics or skills that are unique to the particu- 
lar i>ost office and (b) will not require 
connnitment of manhoui*s beyond those 
prescril>ed by the system. 
142 Other Changes 

Other modifications to improve the sys- 
tem, nniterials used with it or topics cov- 
ered by it are encouraged but must be ap- 
pn)ved a^' Department Headquarters be- 
fore they iuay ha put into use. Proposals 
for this purpose are to be made by or 
thi-ough the Regional Director to the As- 
sistant Postmaster General, Bureau of 
Personnel, Attention: Director, Training 
Division, who will coordinate review of 
pniposjds with other bureaus as needed. 
Regional Directors will submit their eval- 
nation and reconuuendntion to the De- 
part with each pro(>osal. Proposals will be 
adopted for national use whenever this 
is merited. 
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FOREWORD 




This handbook will give you the information you need when working in 
the Postal Service. 

The Post Office Department over the years has established a fine record 
as a national and international comnuinications network with a tradition of 
faithful service to the public. Each employee can take pride in this combination 
of communication and service. 

You were picked for your job because your tti>ility, as demonstrated by our 
hiring procedures, shows you can help us move t'le mail promptly, efficiently, 
and accurately. You have been added to our work force because you are needed* 
You will be given every opportunity to learn your job through study and 
training. You are now a vital and important part of one of the largest civilian 
organizations in the world: we are not so large, however, that your rights and 
dignity as an individual will not l)e deeply respected and fully protected. 

From time to time problems may arise in connection with your job. Please 
bring any problems to light for open, frank discussion and .solution. Many 
problems also otvur simply because of lack of information. We hope, by giving 
you this book, to remove doubts and misunderstandings on the areas it covers. 

You are a welcome part of our organization. We hoj^e that you will enjoy 
a rewarding career with us. 



Postmaster General 
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SECTION 1 



Your Post Office Department 



HIGHUGHTS OF POSTAL HIPTORY 

Our postal service has come a long >ray since 
1639, when all letters for the English colonies 
in America were delivered to a Boston tav- 
ern . . . with the tavern owner serving as our 
first "Postmaster." 

Some of the more important events in our 
Dostal history were : 

1775 Benjamin Franklin was appointed our 
first Postmaster General by the Con- 
tinental Congress at a salary of $1,000 
per yean 

1847 Adhesive postage stamps were first 
used by the Government. 

1858 First mail reached Los Angeles by the 
overland route. 

1860 Tlie **Pony Express** began operation 
between St. Joseph, Missouri, and Sac- 
ramento, California. 

1863 First house-to-house delivery of mail 
in cities. 

1864 Railway post office (RPO) service es- 
tablished. 

1885 Sj)ecial <lelivery service established. 

1896 Rural fre^- delivery service was estab- 
lished. 

1913 Parcel post service was established. 

1914 Motor vehicle operations established. 

1918 First domestic airmail service was es- 
tablished. 

1935 First Trans-Pacific airmail sen'ice — 
the ''China Clipper**— San Francisco to 
Manila, was established. 

1963 ZIP Code was introduced. 




PURPOSE OF THE POSTAL SERVICE 

^^Let us bind these people by a chain that 
can never be broken and set about provid- 
ing means for intercommunication so that 
common interests and comm>on under- 
standing may prevail^ 

—George Washinoton 

Our basic business is picking up and deliver- 
ing our nation's mail. No other Government de- 
partment has as many direct, daily contacts 
with so many people ... in large cities . . . 
in rural villages . . . throughout the fifty 
States, territorities and possessions of our 
country. 

Over the years the postal f imction has grown 
into a nationwide network of services and fa- 
cilities for distributing and exchanging infor- 
mation^ communicating intelligence, advancing 
education and culture, and moving articles of 
commerce and industry. This growth has made 
the postal oyster; a massive and complex opera- 
tion involving different classes and sizes of mail 
with various rates and special services. To keep 
this growing operation moving effectively re- 
quires the most imaginative use of manpower, 
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the adaptation of advancing technology, the use 
of many kinds of transportation, the construc- 
tion of carefully planned facilities, and the 
continuing improvement of management tech- 
niques. 

Our entire economic system depends, to a 
great extent, on a dependable, secure postal 
service. 

THE POSTAL ORGANIZATION 

The Post OfB^?e Department is a part of the 
Executive Branch of the United States Gov- 
ernment. The Postmaster General heads the 
Department and is a member of the President's 
cabinet. Through its more than 30,000 post 
offices, the Department collects and deliver 
mail, sells postage stamps, and performs other 
related duties. 

Post Office Department Headquarters is lo- 
cated in Washington, D.C. Fifteen regional 
offices, located across the country, help manage 
the operation of our post offices. 

The office where you are now working is 
headed by the postmaster. Post offices range in 
size from those employing thousands of people 
in our large cities to those in a comer of a rural 
Store where the postmaster is the only em- 
ployee. Whatever the size of the office, every 
employee plays a vital role in promptly moving 
our nation's huge volume of mail daily to its 
proper destutation. 

The person i.i your office closest to your ca- 
reer development is your supervisor. He is 
responsible for seeing that you are properly 
trained, informc^d, and counseled. He will 
gladly answer any questions on your \vork, as- 
signment, schedule or on problems arising f ^-om 
your duties as a postal employee. Your super- 
visor or his representative will be happy to 
show you an organization chart of your postal 
installation. 

Learn your local postal organization, its rules 
and procedures, and how they all fit into the 
nationwide mail-moving process. 

SANCTITY OF THE MAILS 

One of the greatest traditions of the Postal 
Service is the manner In v>'hich privacy of the 
mails is protected. This privacy is guaranteed 




by our Constitution. Federal law makes it clear 
that the protection of mail, postal funds and 
property is a responsibility of every postal 
employee. Rare indeed is the employee who fails 
in this public tru^. 

For the very few who do not take this 
responsibility seriously, the penalties can be 
severe. Dismissal from the service and possible 
imprisonment can result frcm a willful failure 
to saf^ard the sanctity and privacy of the 
mail. 

WL.-.t are some violations of sanctity of the 
mailt f 

THEPr ... An employee opens mail not 
addressed to i^im and removes the con- 
tents . . . removes canceled or uncanceled 
stamps from letters . . . tak^ any postal 
property for personal use. 

DESTRUCTION . . . Deliberate damage or 
loss . . . All classes of mail are entitled to 
the same safekeeping and proper delivery, 
^fail is an instrument of business and com- 
merce as well as a means of communications; 
American entoqjrise depends heavily upon 
the expeditious movement of the mails, and 
a number of persons make their living from 
the business generated by mail. 

DAMAGE . . . Any neglect of duty that 
results in damage to mails . . . careless 
handling of parcels and other mail . . * 
allowing mail to remain unprotected in bad 
weather. 
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SECTION 2 



Your Job and Responsibilities 



THE CHANGING POSTAL SERVICE 

The Postal Service is constantly uncler^?oing 
changes and advancements to iiiiprove both 
efficiency and service. You have an obligsition 
to yourself and to the Department to accept and 
carry out each new policy, each new program, 
and every procedural change. 

Your interest in your assignment, your de- 
sire to know your job, and your ability to grasp 
the techniques anJ know-how, wil! determine 
the success of your Postal career. 




ACCURACY 

You must distribute and deliver mail accu- 
rately if we are to provide our customers with 
the kind of service they expect and deserve. Ac- 
curacy is a must in all postal work. 

PRODUCTION 

The relation between production and cost 
that is so important to the successful oi>eration 
of private business is also important to the Post 
Office Department. We must have good produc- 



tion from each emi>l()yt>e. The Post Office has 
standards that nnist l)e met to keep its opera- 
tions under control: otherwise, it would require 
far more enjployees than necossjiry to work and 
deliver our mails. 

Always bear in mind that we too are tax- 
payers, the same as the customers we serve. Our 
objective is and must be to move the mail as 
economically as possible to avoid inexcusable 
waste of our tax dollars. To Jo this, each indi- 
vidual must l)e gainfully employed. Otherwise 
we will contribute to a waste of tax money ap- 
propriated for postal service. 

OBEYING ORDERS AND 
INSTRUCTIONS 

Follow carefully your supervisor's instruc- 
tions. He is responsible for controlling and 
directing your work. Carrying out orders is 
part of your job, and failure to do so is a serious 
matter. 
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PERMISSION TO LEAVE 
WORK AREA 

Wh«n working inside a sUti(m or instmlla- 
do not leave your place of assignment 
without fir^ obtaining your supervisor's per- 
mission. Delivery employees must stay within 
the boundaries of their routes. Your supervisor 
is responsible for your conduct and productiv- 
ity, and must know your whereabouts at all 
times. 



PUNCTUALITY AND ATTENDANCE 

WhMi you are scheduled to work, it is im- 
portant that you report for duty and report on 
time. Every scheduled employee is needed to 
keep the mail moving at a proper rate. Your 




unscheduled absence would place an added 
burden <Hi your fellow -workers and super- 
visor. An employee is expected to repent ready ^ 
for wwk, as scheduled, and on time. Absencffl 
without official leave can result in disciplinary^ 
acticm as well as lo^ of pay. When absent from 
duty because of illness or emergency, report as 
soon as possible by calling in to your work sta- 
ti<m. Local procedures on this will be given you 
in detail at the place where you work. Require- 
ments include using Form 3971, Request for, or 
Notification of. Absence, for reporting sick 
leave. 





PERSONAL APPEARANCE 
AND HABITS 

The Post Office Department has consistent, 
close, and day-to*day contact with members of 
the public and it is imperative that the publi"! 
have confidence in the honesty and integrity of 
members of the Postal Service and that mem- 
bers of the public believe that their mail matter 
will be delivered quickly and safely. It is /itally 
important that employees do not weaken de- 
stroy that confidence by their conduct or by 
their appearance. Employees wliose duties bring 
them into contact with members of the public 
must be especially conscious of the fact that 
their conduct and appearance can affect the con- 
fidence of the public eitlier favorably or unfa- 
vorably. 
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M6. Howevi»*, tl^ D^rtn^t does reqmrs itt 
perBonnel to be hcme^, reliable, trustW(Mrthy, 
of good character and reputation, and to OMi- 
duct themselved, both during and outside of 
working houns, in a way that reflects favorably 
upon the postal service. 

Postal employees mui^ pay all just financial 
debts. Complaints concerning nonpayment of 
debts create embarrassment to the postal serv* 
ice and to the employee. Failure to pay just 
debts is a cause for disciplinary action, and can 
result in dismissal. 



SAFETY 

Your safety and health are important to all 
of us . . . and to you. Think safety and act 
safely in all of your assignments. This ^'ill in- 
sure protection to yourself and the mail. Enjoy 
a full career for you and your loved ones with- 
out injury and pain. 

Safety rules are a result of a long history of 
serious injuries and property damage. Obey all 
safety rules. 




PAYMENT OF JUST DEBTS 

It is not the policy of the Post Office Depart- 
ment to interfere in the private lives of employ- 




HOURS OF DUTY 

Your working hours will be determined by 
the needs of the service. As a substitute, your 
hours will vary more than they will when you 
become regular. In larger offices, a great bulk 
of mail is received at night. If you are required 
to work between 6 p.m. and 6 a.m., you will be 
paid 10 percent extra for the time worked. 



SECTION 3 



Sources of Postal Information 



YOUR SUPERVISOR 

If you desire assistance, information, or in- 
structions^ do not hesitate to talk over your 
probbms with your sui>ervisor. He is interested 
in your welfare^ as well as in your proficiency as 
a i>osta| employee. Further detailed informa- 
tion can be obtained! by n»ferenre to tlie sources 
of information that follow. 

THE POSTAL MANUAL 

This manual is published for the information 
of ail {K^al personnel by the Post Office De- 
partment from Headquarters in Wusliinjjton, 
D.C. It contains postal policies, regulations and 
procedures. 

POSTAL BULLETIN 

Issued by the Department from Head<iuar- 
t«rs once a week^ on Thursday, for the informa- 
tion of all postal personnel. It contains tem- 
porary instructions and other information 
relating to operations of the postal service, 
including philatelic news of interest to stamp 
collectors. Pennanent instructions are later 
incorporated into the Postal Manual or some 
other pennanent issuance. 




REGIONAL BUIXETIN 

Issued by the B^ional Director for the infor- 
mation of all postal employees in his region. 

BULLETIN BOARDS 

Current infonnation, notices, etc., are posted 
on bulletin boards for employee's information. 
When you first report for work, locate the bulle- 
tin boards and refer to them regularly. 

POSTAL UFE 

\V\m\ you l>ecome a caiver employee, you will 
automatically receive POSTAL LIFE, tke De- 
partment's magazine for its career employees. 
Your copy will he delivered to your home. The 
publication is intended as a ready, convenient 
meaas of communication with each employee as 
an individual. 

It is a readable, illustrated publication which 
is intended to be an educational and enjoyable 
exi>erience for every one of its readers. The ob- 
jective is to promote understanding among all 
parts of the Postal System and to emphasize 
evcry<me\s share in our respon»ibility to provide 
Americans with the best possible postal service. 

POD PUBUCATIONS AND 
HANDBOOKS 

Contain instructions that are too limited in 
application or too technical to be included in 
the Postal Manual. Part 114 of the Postal 
Manual lists the available publications and 
handbooks. 

POD Publication 73, Code of Ethical Con- 
duct, for postal personnel. You will receive a 
copy of this publication. When you do, read it^ 
for many of the regulations ^-iiich govern postal 
employees arc contained in it. 

POD Publication 53, Agreement Between 
Post Office Department and Exclusive Orga- 
nizations. Api)endix A, Chapter 7, Postal 
Manual ; and the IcK'al agreements l)etween post- 
masters and local exclusive organizations. 
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SECTION 4 



What You May Expect of Us 



ASSISTANCE 

You will be assisted in ever ; way possible to 
gain and maintain the skills needed to carry 
out your duties quickly and safely. Nothing 
that we can do for you, however, will replace 
your ovm desire for 9elf*development and self- 
improvement* Your interest in your poe^l 
career . . . your desire to do your job right . . . 
your ability to learn clerk or carrier skills . . . 
all of these and more will determine your suc- 
cess as a person and a? a postal employee. 

FAIRNESS 

You will be respected as an adult, treated 
fairly and Justly at all times, without discrimi- 
nation of any sort. In turn, you will be required 
to treat your fellow employees with respect, no 
matter what their race, religion, sex, etc., may 
be* If, however, you feel you have complaints 
or grievances, well-defined procedures have been 
set up to handle them. 




ADVANCEMENT OPPORTUNITY 

In line with your ability and length of sen- 
ice, there are opportunities for you to advance 
iXi your loc«l pcmt office, regional office. Head- 
quarters, and the Inspection Service. 




LEARNING OPPORTUNITY 

.You will be trained in the skills needed for 
today^s job; and, for your future development, 
additional personnel amistance and facilities 
will be at your disposal. 



EVALUATION 

At scheduled intervals, your performance 
and behavior will be fairly evaluated by your 
supervisor. Outstanding performance as well 
as useful suggestions to improve the service are 
processed through the incentive awards system 
and may result in cash awards and/or recogni- 
tion to the employee. 
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INCENTIVE AWARDS 

Tlie ("onjrrpss **nacted ihe Incfntive Awards 
to pn)vide a titngihle means for enoouraginf^ 
employees to [mrtiripate in the improvement of 
Government o{H»nitions and to re<*ojjni»? and re- 
wani employees for their participation. 

Under tliis autliority you may earn reoo^fni- 
tion for outstandinjir j>erforinanoe of duties, 
superior aehieveinent.s for special act« or ser%*- 
ices which an* over and alK>ve normal work re- 
quirements. This re<^)piirion may l)e either a 
SiiiK»rior Accompli^Iuiient Award wliich is a 
one-time cash award or a qualiry step increase 



which placM you in a higher step in your level 
and is in addition to the normal periodic step 
increases you earn for j^tisfactory performance. 
Your periFormance and behavior will be fairly 
evaluated by your supen'iaor irtw will reoom* 
mend performance recognition when warranted. 

SUGGESTION AWARDS 

You may also earn recognition for suggei- 
tions which contribute to improvement in postal 
o{)eratsons. This recognition may be in the form 
of a letter of commendation, certificate or a cash 
award up to $25^000 depending on the value of 
the adopted idea. 

Employee suggestion blanks^ Form 1269, am 
available at the in^llation in which you work. 
You are invited to submit any ideas you may 
liave to improve post office of^rations. A sugges- 
tion should identify a problem and present your 
conclusion as thoroughly as i>ossihIe since the 
presentation must c-onvince those who evaluate 
your suggestion that the idea is woricable and 
worthwhile. The amount you may earn uncfer 
this autliority is only limited to the extent that 
you st»arch for constructive ideas and hand them 
in to your supervi«wr who begins the objective 
evaluation process though the final decision may 
rest in Hindquarters. 
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Your Rights and Benefits 




SALARY 

The salary for your present job is set by law 
and is available from the personnel officer who 
processed your employment papers or from the 
Postal Manual. Your first pay day will be one 
week after the end of the pay period and every 
two weeks afterwards. 

You may qualify for a periodic tvithin-level 
increase of one salary step after the first 52 
weeks on the job. To earn this increase, you 
must have a record of satisfactory perform- 
ance. You may continue to qualify periodically 
for additional step increases, if your perform- 
ance continues to be satisfactory. Employees 
who perform work between the hours of 6 p.m. 
and 6 a.m. are paid 10 percent extra of their 
basic compensation, as previously mentioned. 

Deductions are made from your pay check 
for Federal and State income tax, retirement 
and — if you so desire — life insurance, health 
insurance. Savings Bonds and union dues. A 
good way to save regularly is by purchase of 
Savings Bonds through payroll deductions. 

LIFE INSURANCE 

You are covered by life insurance from the 
first day you enter on duty unless you sign a 
form stating you do not wish to be covered. If 
you so state, you cannot buy this insurance until 
a year later and not even then unless (1) yon 
are under 50 years of age, and (2) you pass a 
physical examination. The amount of insurance 
you may buy is determined by your rate of pay.. 



The small premium is deducted from each pay 
check. 

Optional life insumnce in the amount of 
$10,000 is available under the same general eligi- 
bility conditions as regular insurance and pay- 
ment of extra cost based on age. 




HEALTH BENEFITS 

Various plans for protecting you and your 
family against the expenses of illness and acci- 
dent are available. The Federal Government, 
as your employer, will pay part of the cost. The 
amount you pay and the l)enefits you get are 
described in brocluire^s available from the per- 
sonnel office. Unless your type of appointment 
prohibits coverage, you will l>e re(]uire(l to 
register under the Federal Employees Hejilth 
Benefits Program within 31 days after the 
effective date of your appointment. Your post- 
master or personnel office will assist you.. 
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LEAVE 

In the Post Office, approved time off is called 
leave. You may take le^ive for vacation (annual 
leave), for sickness (sick leave), for official 
ordered military training (military leave), for 
personal affairs (charged against your annual 
leave) and for jury duty (court leave). 

ANNUAL LEAVE 

Employees earn annual leave as follows; 
First 3 years of service — 1 hour for each 

20 hours in a pay status, not to exceed 104 

hours per year (13 eight-hour days). 
3 to 15 years of service — 1 hour for each 13 

hours in a pay status, not to exceed 160 hours 

per year (20 eight-hour days). 
15 years or more of service— 1 hour for 

each 10 hours in a pay status, not to exceed 

208 hours per year (26 eight-hour days). 

As a new employee, you must be employed 
for 90 days before you can use annual leave 
and, as long as you are a substitute, you must 
earn annual leave before you can use it. 

The amount of leave you earn depends upon 
your length of Government service, including 
creditable military service. Vacation periods 
are arranged, generally, according to needs and 
conditions existing at the installation where 
the employee works. Obviously, it would be 
impractical for all employees to leave on vaca- 
tion during the same period. However, when 
you have earned annual leave, you can apply 
for such leave, or part of it, on a Form 3971. If 
conditions permit, your supervisor may ap- 
prove your application. Although annual leave 
may be granted in minimum units of 1 hour to 
attend to personal affairs or for emergencies 
(with permission from your supervisor), you 
are encouraged to take a vacation every year to 
enjoy some rest and recreation. This is the 
major purpose of annual l^ave. You may carry 
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over annual leave, not to exceed 30 days, to a 
new leave year. 

SICK LEAVE 

You are entitled to use sick leave whenever 
you are unable to work (1) because of illness,* 
(2) because you have been exposed to a con- 
tagious disease (one from which your local 
health authorities quarantine) which would 
endanger the health of others if you were at 
work; (3) because it is necessary for you to be 
absent during your scheduled tour for medical, 
dental or optical examination or treatment. Sick 
leave is granted in minimum units of one hour. 
All employees earn sick leave at the rate of 1 
hour for each unit of 20 hours in a pay status, 
but no more than 104 hours during any calen- 
dar year.There is no limit on the amount of sick 
leave you can accumulate. Thus, it is possible 
to protect yourself against loss of income in 
case of ft long illness. Give notice of illness as 
soon as practicable so that the cause of your 
absence may be known at the earliest possible 
time, the facts recorded, and schedules adjusted. 
If it becomes necessary to leave home for any 
reason while on sick leave, leave word where 
you can be reached, should your absence be 
investigated. Complete an application for sick 
leave on Form 3971 promptly upon return to 
duty. If absent for more than 3 days, a medical 
certificate or other acceptable evidence is 
required. 

As a general policy, the certificate of a physi- 
cian is not required to cover an absence of 3 
days or less, unless it is deemed desirable for the 
protection of the interest of the service. If an 
employee has a poor attendance record, he may 
be required to submit medical or other admin- 
istratively acceptable evidence to justify any 
absence from duty to be covered by sick leave. 
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MILITARY LEAVE 



GRIEVANCE PROCEDURES 



If you are a meml)er of the National Guard 
or one of the reserve forces of the military serv- 
ice and worked as much as 1,040 hours in the 
preceding calendar year, you may \)e entitled 
to military leave not exceeding 80 hours in a 
calendar year without loss of jwiy, for field exer- 
cises or instruction ((h'ills). Ah^eiRT fix>in work 
for these purposes is without charge against 
annual leave. However, should you exhaust your 
military leave, absence must be charged to an- 
nual leave or LWOP. Postal employees who are 
members of National Guard units called to duty 
by State governors are not entitled to military 
leave if their unit is not federalized. However, 
postal officials may grant up to three days ex- 
cused absence when employee members of Na- 
tional Guard units are called to duty by State 
governors and are not federalized. Leave beyond 
the three days must be charged to annual leave 
or leave without pay. When covered by military 
leave, present your official orders to your post- 
master or personnel office before your .scheduled 
military assignment.: 



JURY DUTY 

When called upon to serve as a juror in a 
Federal or State Court, or as a witness in an 
official capacity for the Post Office Department, 
a substitute employee may retain fees received 
for court or jury duty. He will not receive any 
pay from the Post Office for this time. However, 
an annual rate employee will receive his regular 
salary during the time he is on court or jury 
duty. The fees he receives from jury duty will 
be turned over to the Post Office Denartment. 



SENIORITY 

In general, seniority refers to status, priority 
or precedence of personnel, achieved by length 
of service in a given job, as in determining an 
employee's relative standing for promotion or 
for a desired assignment. Details on rules of 
seniority are in the National Agreement between 
the Department and the employee organizations 
which is contained in Appendix A, Chapter 7 
of the Postal Manual. 



If you have a grievance, consult your super- 
visor. He is interested in maintaining proper 
conditions and will want to correct a problem 
as much as you do. Most grievances can be set- 
tled immediately. If detailed information on 
Grievance Procedures is desired, refer to part 
746 of the Postal Manual. If you desire assist- 
ance or clarification of information or instruc- 
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tions, do not hesitate to discuss your problems 
with your supervisor. He is interested in your 
welfare, as well as your proficiency as a postal 
employee. 



POSTAL EMPLOYEE 
ORGANIZATIONS 

Executive Order 10988 of January 17, 1962, 
Employee-Management Cooperation in the 
Federal Service^ grants employees of the Fed- 
eral Government the right, and protection in 
the exercise thereof, without fear or penalty or 
reprisal, to form, join and assist any employee 
organization or to refrain from any such activ- 
ity. In exercising this right, employees and 
their representatives shall be free from any 
interference, restraint, coercion or discrimina- 
tion except that (1) postal employees shall not 
join any organization or association which 
directly or indirectly imposes upon them any 
obligation or duty to engage or assist in any 
strike against the Government of the United 
States; (2) postal employees shall not join any 
political party of any organization which advo- 
cates the overthrow of the constitutional form 
of Government of the United States. 
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Each employee organization has local repre- 
sentatives who will be glad to explain the bene- 
fits they believe would interest an employee in 
becoming a member. A list of exclusively recog- 
nized national organizations is in Ap))endix A 
to Chapter 7 of the Postal Manual. 




EQUAL EMPLOYMENT 
OPPORTUNITY 

It is the policy of our Government to provide 
equal opportunity in Federal employment for 
all qualified persons, to prohibit discrimination 
ill employment l)ecause of race, religion, color, 
national origin, or sex, and to promote the full 
realization of equal employment opportunity 
through a positive, continuing program in 
each executive department and a^ncy.. The 
policy of equal opportunity applies to every 
aspect of Federal employment policy and 
practice. 

Any employee who feels he has been discrim- 
inated against because of his race, creed, color, 
national origin, or sex, may file a complaint 
without fear of reprisal. 

SOCIAL SECURITY 

All postal employees in the temporary cate- 
gory are under the Social Security Act. Until 
career status is achieved, such employees are 
not subject to the Civil Service Retirement Act. 
The Social Security Program provides for 
annuities at age 62 or 65 and protection for 
dependents. 




RETIREMENT 

At this stage of your career, retirement prob- 
ably seems a long way off. Nevertheless, the Gov- 
ernment's concern for your welfare is best 
shown in its fine retirement plan. 

A percentage of your earnings is withheld 
each pay period, and, if you are a career em- 
ployee, this money stays in the Civil Service 
Retirement fund until you retire or leave the 
practice. The Post Office Department is fully 
conmiitted to this policy. Hirings, assignments, 
promotions, and all other personnel actions will 
be made on the basis of merit and qualifications. 

Your postmaster or personnel officer will be 
happy to give you an example of how much 
your retirement might be. Your copy of Certifi- 
cate of Membership in the United States Civil 
Service Retirement System will also furnish 
you complete information. 



SCOPE OF THIS BOOKLET 

The scope of this booklet is limited to matters 
of most frequent or greatest interest to new 
employees. More detailed infonnation can l>e 
obtained by referring to the sources of postal 
information mentioned on page 6. If you have 
a problem or any unanswered questions, talk to 
your supervisor. He wants to assist you in any 
way he can, and one of his primary duties is to 
help you adjust satisfactorily to your new job. 
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THE PRINCIPLES OF GOOD PATRON REUTIONS 

Good Customer Relations Are on Important Part of Your Job. Whenever and Wherever YOU Deol With 
Customers, YOU Represent the Post Office. 

To Your Potrons, You ARE the Post Office. It is easy to BuildGood Will., Here's how: 

SMILE...It's Contagious 

A friendly smile is a winner, time after 'ime. 
It puts the customer at ease- and on YOUR side. 
"Smile and the World Smiles With you. . ."-You'll get mighty few 
scowls when YOU lead with a smile. 







Show Interest and Courtesy 

Be sympathetic with your customer's problem. 
Listen attentively. 

Don't hurry your customer, hear him out. 
Promise your help-and KEEP that promise. 

Be Competent...Know Your Job 

The customer expects-and deserves^-competence and correct 
information. 

Learn all you can about your job-kno^ it thoroughly.. 
If you don't know, admit it-ond find the answer. 
Don't guess or bluff; your customer will lose confidence in you- 
and in the Post Office. 

Some DOs 

Do your best to win your patron's friendship. 

"Do Unto Others. . Treat your customer with respect, the 

same respect you wish from him. 
Do the courteous thing at all times-be patient and considerate. 



Some DON'Ts 

Don't contradict or criticize your customer; simply explain your 
viewpoint. 

Don't argue with a patron; arguments are always lost, never won. 
Don't jump at conclusions; be sure of your ground before you 
speak. 

Don't demand or insist; instead, politely suggest. 
ABOVE ALL. 

DON'T F0R6ET...7^ imiU ani '^'uetuUf QjuidUUf, 
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POST OmCE DCPARTIIENT 
GENERAL ORIENTATION REQUIREMENTS 



Tratnint 
ld«n No 



Topic 



For All Entry L«v«l Positions (except 
010 appointments for less than 60 days) ImliN'trinatioil 



Basic Time 

15 minutes 



Instructor to be (Position) 
Postmaster t»r Designee 



Where Should Training be Conducted 

ClasArooin or aulet area 



When Shou!d Training be Conducted 

If |>riu'ti('able. first day in duty status 



Points to be Covered 



A . I n\|)(»rt:ii\rp of oh*;ervin|nr mniirements 

B. PurpoM' <»f orientation pioinrrain 

C. Information to \ye renienihered 
Fu!\rtioh of post oflice 

K. Iniportniu'e of t \\nv and ao^'Urary 

F. ; Relationship of posial employees to the public 

G, Coudnrt required of post a ^ employees 
II.. Manner in which ihitiesare performed 

I., Importance of olK»yin^y orders from supervisors 
.F. Maintenance of sat isfa<'t(>ry personal habits 
K. Strm'tinvof Post Office I)epaitnient 

L. Kcpial Employment Opportunity — Relationship of postal em- 
ployees toea*'h other (different races, relijjfions^etc.) 

M. R(Je of supervisors 



Instructional Aids and 
Notes for Instructor 



POD Perm 3542 
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POST OFFICE DEPARTMEIfr 
GENERAL ORIENTATION REQUIREMENTS 

Jiinul Topic 

For Alt Entry L«v«t Position* (•xcvpt • 
010 aPpo.ntm.nts for i.ss than 60 day.) . ^ime Ue<n>ramff Procedure 



Instructor to b« (Position) 

Training Offltvr or Official Resixmsible for Personnel 



Basic Tim* 

20 minutes 



Whtra Should Training ba Conductad 

rMassroom or quiet area 



Whan Should Training ba Conductad 

If practicable, first day in duty status 



Points to ba Covarad 



I. Ot!ior than PSDS Offices 

A. Function am! explaiuUioii of timecards 

R. Time rw-ordin^r procedures 

C.z Iiiipoilancc of rinpin^ tinie<'ard correctly 

!>.. Prohibition against allowing luiyone else to ring timecard 
and handling cards improperly 

II. PSDS Offices 

A. Exphmation of Postal Source Data System 

B. . Film Operation of Input Derives 

i\ Fiinct ioii'^ of badge card and badge reader 

J). Recording proce(hires 

K. DisciKsioiiof niformjUion in Publication 106 



Inttructtonai Aids and 
Notas for Instructor 



Form 1230 and 1232 



POP Htm 2543 
May IHt 



16mm projector and screen 
16mni nlm Operation of Input 
Derives 



POD Publication 106 
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ERIC 



Traininf 

id«n No ! ^„ L«v«l Poftitiont {axctpt 
1^^^^ appointments for lots than 60 days) 



Instructor to b« (Position) 

Training Officer or Personnel Assistant 



POST Office DmRTMCNT 
GENERAL ORIENTATION REQUIREMENTS 



Toric 

Vital Service 

Whan Should Training ba Conductad 



Basic Tima 

30 minutes 



Whara Should Training ba Conductad 

lassroom or quiet area 



If practicable, flrst day in duty ^tUH 



Points to ba Covarad 



v.. Theme of session (communication and service) 
H. Primary f miction of post office 
i\ Intnxln<'tion of film 

I ). Discussion of film 

K. Roles of ilitferent crafts 

F. Assignment to duties nonnally associated with another craft 

G. Importance of gooil customer relations 



Instructional Aids and 
Notas for Instructor 



Show film, Vital Service 



IGmm projector and film, Vital 
Service 



rOO Form 3S43 
May IfM 
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ld«n. No 

010 



POST OfFICE DCPAimiENr 

GENERAL ORIENTATION REQUIREMENTS 



' Topic 



for All Entry Lev«l Po«ition» (cxcvpt < 
«pp<»intm«nt» for than 60 days) Kiuployeo ObllRatioua aD<l Personal Api^earance 



Inttructor to b« (Potitton) 

General SuijerintenUent of Mails or Direi-tor, Oi)era- 
tiotui or l>esi)niee 

Wh«r« Should Training bt Conducted 

ClaiMr«M>ui i>r ijuiet area 



Whtn Should Training bt Conduclad 

If practicable, Orst day In duty status 



Batic Tim« 

40 miiiuten 



Pointa to b« Covarcd 



A 



Prolmtumary \Whh\ and j>u per visors role in evaluating em- 

K\ iliiat loll >tai)<]ar<]s 
PuiHtualiry atul attendance 

PnHvtlniv for notifvin^^ work station when iinahle to report 
for tint \ as M'inMluletl 

Leave Form :?071 and ATA L program 

Ke^piireineiit'- for inediral certificate or otiier acceptable evi- 
<len<v of incaparit y for work for absences over 3 (lays or 
when einphnve i^ ^^u^pe<'ted of abusing sick leave privilege 

()i)eying orders and instructions from sui>ervisor 

Prolubition against delivery employees deviating from route 
and othei employees lea\ Ing work area without permission 

Job performance 

IVi*vonal appearan<v and cleanliness 

Type of i'lotlus to wear on following day when reporting for 
craft orientation and job assignment 

( 'unvnt a<ldi'ess j» nd teiephoiii* nnml)er on file 

Identification l)adgesor buttons 

OntMile eniplovment, smoking, drinking intoxicating l)ever- 
age^ use of nan-otus and drugs, or gambling while on duty,. 
Soliciting otiiers for pei-sonal gain while on duty.. 



Inttructlonal Aidt and 
Notat for Inatn^or 



Chart of standards 



Form 3071 



fOO Hm 2542 
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rosr ofFicc «EnuiTMa«T 
GENERAL ORIENTATION REQUIREMENTS 



MM No. 

mo 



For All Entry L«v«l ^«ttons (txc«pt 
appointm«nU for l««s th«n 60 days) 



Topic 

Saui-tlty of the Malls 



Basic TiM 

10 mluutes 



Instructor to bo (Potitton) 


Whon Should Troinini bo Conductod 


Ufcml Insi)ector. when available 




wriMro Should Training bo Conductod 


If practicable, flrst day <n duty status 


Cla»BnN>m or uulet area 





Points to bo Covsrod 



Instructional Aids and 
Notss for Instructor 



A. Smut Uy of tlie seal 

B. Pro|)er huudliiigof mail 

i\> Fiuiotiou of inspwtion service and observation galleries 

I). Exiiinples cited of employees who violated the sanctity of the 
mails 




fOO Htm 1541 



General Orientation Requirement* 230 (p. 6) 



rar OfFICE DCMffTIMEIfr 
GENERAL ORIENTATION REQUIREMENTS 



Training 
I4«n. No 

on) 



For All Entry L«v«l Positiont (txcvpt 
appo«ntm«nts (or H%% than 60 daya) 



TofMc 

Safety and Em^rfency ProctdarM 



■aatcTlffia 

40 minutes 



Instructor to ba (Petition) 

Safety Officer or Pemonnel Asaistant 



Whara Should Training ba Conducted 
OaMroom or quiet area 



Whan Should Training ba Conductad 
If practicable, flrat day in duty atatua 



P^lnta to ba Covarad 



A., :Ari*icU»nt i.ito in post office and primary causes 
H. Tnsiife practice*; and conditions 

[^K'atifWi <^f fii*st aiii unit 
IK (\>in])en}^ti(>n lienefits and discussion of Form HE( -11 
K. I)is<*usMon of Ci vil Pefenst* pn)« edures 
Fv I )isciission of local enierp^ency procedures 

Mentifiinition of fire alann sijynal 

l4<)<*ation of fire exits 

l40<*ut ion of fire extin/n^uishers 

Huildiii^ evacuation proce<lnres 

(1. Other conditions peculiar to your iiistallation such as hurri- 
canes, severe snow, tornadoes, etc. 

If. Wiiat to do in case of fiiv 

{. Sniokin<r i*epilation 

J., S:i fet V Slide Kit for ( leneral Orient4it ion 



fOO fmtm 



InatrucUonal Aida and 
Notaa for Inatructor 



(live employees Form HEC-11 



General Oriental i<m Handbook 
for New Employees, part 220 



Slide-Script Kit on Safety for 
General Orientation 
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nm omcc ocmmmr 
GENCRAL OmCNTATION HEQUiREMCNTS 



010 



for All Entry Uvt< Potltlont (fctpt 
•ppo<ntm«nU for l«tt than €0 day*) 



Tep4c 

ZIP Cod« 



Instructor to bo (fotitton) 
Tralolnc OSccr 



•oskTlnw 

15 minute 



WMrt Should Troinlnt bo Conducted 
CUMroom or quiet arei 



Whon Should Troininf bo Conductod 



If ijracUcable, ftnc day in duty statut 



Point* to bo Covofod 



A. Exphuirttioii of ZIP Coile 

H. DiWussioii of POD Puhlioatioii S7 
What isZIP(^o<l©J 
Who l)enefits and how ? 
St»rvi<"*».s avaihihle to the ciistoiner 
Two-letter State abbreviations 



Inttructlonol Aido and 
Notoft for Instructor 



POD Publication 87 
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230 (p. t) 



QINEHAL OmENTATKW REQUIUCMENTS 



010 



for Alt Entry Uv«l PMH)«n« M 



•9f>einim«nt« for im« ttiwi fO tf«yt) ) DitcuMlon of Frtiif* B«ii«flu and Coocliwioa 



SOmiaotef 



Imtruetor to b« (PMnton) 

Tndalnc Oficer or OfBdsl Rfq^&«lble for Pmoimel 



WTMr* Should TroHiifif M CofHluctod 

CUmoon or qnitt arni away from work area 



Wtion ShovM Trolnk^ to ContfwcM 



If practlcabte, first day la doty atatos 



^Mntt to bo Covofod 



riarifiration and Discu5»ioii of Information in the Employee's 
HandlK)ok on the Followinf^:; 

A. Salarj'—Howrly and annua) scales for grades of em- 
ployees in attendance — Payday — Where pay checks are 
(Gained 



B. Annual Imu 
used 



-Kumber of days earned — When it can be 



C Sick Leavfr— Purpose — Number of days earned 

D. Life Insurance — Amount of coverage — Cost to employee 

and the Government 

E. Health Insurance — Ho\7 to enroll— When to enroll — 

Where to enroll — Types of plans available including 
employee organization plans 

F. Retirement — Disability provisions — Highest possible an- 

nuity—Cost to employee 

G. Incentive Awards 

H. I)cj)iirtnient 8 Orientation and Craft Skill Training 

i>ystem 

I. Conclusion 



m Htm tm 



Inotructionol AMooM 



General Orientation Handbook 
for New Employees, part 220 

Chapter 7, Postal Manual 
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rotr ofncc kmiitmcnt 
GENEKAL ORIENTATION REQUIREMENTS 



Tr«*n*nf 
Itftn No 

010 



Topic 



For Ail Entry tovol Petition* (on- 
cjpt oppointmont. for It., thon 60 j^^^^ j^^jj VfiK^Ug loiUlUtlaa 



I Bttto Dmo 

30 iiUiilU«^ 



Instructor to bo (Potition) 
LbM ForttDAB 



Whort Should Trointng bo Conductod 

Claasroom or qu!?t ar^a a^ay from work area 



Wrwn Should Troming bo Contf(N;tod 
If iiracticablr firat day in duty autna 



Point, to bo Covtrod 



A. I)is< iiss tiia^nini of work areas and flow of niail 



B. Explanation of inooming and cutting mails 

C. Tour of major work areas 

f). Discussion of work areas observed on tour and interrelation- 
ship of the different crafts 

Give each distribution clerk trainee a diagram of case to 
which thev will be initially assigned. Ask them to study 
location of sepamt ions and bring diagram to class the fol- 
lowing day. 

*All oew craft employcea, except maUbandlers and clerka. who are to be 
aaalffned to ttie major facility. For clerkn and mftilhandlert, aasljcoed to 
the major facility, m» {lart 320 a&d 330 for informatUm on tbeir tour.. 



Inttruc^onol Aidt and 
Noitt for Intlnictof 



Diagram of major work areas and 
flow of mail.: (Either furnish 
to each trainee or outline on 
visual aid.) 



Moy tfM 
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Instructor's Guide for General Orientation of New Employees 241 (p. 1) 



240 INSTRUCTOR'S GUIDE FOR GENERAL 
ORIENTATION OF NEW EMPLOYEES 



241 Welcome by Head of Installation 
or Designee 

This part of the program sliould l>e developed by the head of the installation. The paragraphs 
labeled requirements must be covered at eixch session. The others are simply guidelines and arc not 
all-inclu5ive. 



Key Point* 

Welcome to the 
post oflSce 




Desire that you 
make a career 
in the post oflSce 



A good job but 
not an easy one 




ERIC 



Information 
furnished in the 
orientation 
sessions 



Purpose of the 

orientation 

program 

Information that 
you should 
remember from 
these sessions 



Time : 15 Minutes 
Discussion — Presentation 

On behalf of the (number of) employees of 
the (name) post office, I would like to 
welcome you to the postal service. The Post- 
master General also ojqpresses his welcome to 
you in your copy of the Orientation Hand- 
book. We hope you adjust satisfactorily and 
quickly to your new job. 

Many of our employees have made fine careers 
in the post office. We hope that you will loo. 
(Relate instances of employees retiring with 
various years of seniority) 

These retiring employees found the post office 
job a good one and worthy of pursuing as a 
career. We hope you will have a similar experi- 
ence. However, there are certain requirements 
you will have to fulfill if you wish to make a 
career out of the post office. 

During these orientation sessions, many of 
these requirements will be discussed. Make 
note of them and .'isk questions if anything is 
not clear. Your career in the post office will de- 
pend upon your observing these re([uirements. 

This orientation program will give you the 
information you need to exercise your rights 
and privileges and to fulfill your responsibili- 
ties as a postal employee. 

The following items will be discussed in detail 
during these orientation sessions. You should 
pay very close attention to them since your 
future in the Postal Service is closely related 
to them. 
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Related Trainee Activity 

Attentiveness, listening 
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Key Paint$ 

Information that 
you should 
remember from 
these sessions 
(Con't.) 



Function of the 
post office 



Our motto 
SPEED AND 
ACCURACY 



Relationship to 
the public 



Instructional Aids 
Instructor Notes 
Related Trainee Activity 

Atteutiveness, listening 



D iscu ssion — Prcaen tat ion 

1. ; Policies, rules and procedures governing 

postal employees 

2. Standards oif conduct and performance 
for postal employees 

3. Importance of observing the sanctity of 
the mails 

4. Requirements of your job and why they 
must be observed in order to complete the 
probationary period satisfactorily 

5. The importance of safe working practices 
and of responsible conduct at all times. 

The post office has an absolute monopoly on 
the business of delivering letter mail over post 
routes. Xo other organization can deliver let- 
ter mail over these routes. However, with this 
monopoly goes an obligation to the public to 
accomplish our mission as accurately and as 
fast as possible. 

Our motto is speed and accuracy. Accuracy is Requirement 
necessar}' when handling mail, for if not ob- 
ser\*ed, mail will have to be rehandled, result- 
ing in delay. Speed and accuracy are needed 
from all employees in distributing, transport- 
ing, and delivering mail. 



Those of you who will meet the public should 
realize that you are now representing the post 
office. The image you create could very easily 
become the customer s impression of the entire 
post office. Therefore in your cont<icts with the 
public, be as pleasant and cooperative as 
possible. 



Requirement 



Higher The conduct of postal employees as serwints of ( Ref : PM 744) 

requirements the public, is subje<*t to more restrictions and (PH20f>50,S-l-~68) 

to higher standards than that required in Re<|uiroment 
many jol>s. The conduct of employees during 
and outside of working hours must reflect 
favorably upon the postal service. It is not 
the policy of the Post Office Department to 
interfere with the private lives of employees, 
but postal personnel are required to Ik? hone^st, 
reliable, trustworthy, and of good character 
and reputation. 
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242 Time Recording Procedures 

OTHER THAN P.S^D.S. OFHCES 



Key Points 

1 Function of 
timecard 



2 Explanation 
of timecard 



3 Time 
recording 
procedures 



4 Ringing 
Hmecards 



Time : 20 Minutes 
D iscu S8wn — Presen ta tio n 

State that pay is based on the time represented 
by rings placed on tiniecaixl, No other i-ecord 
of time worked is kept, 

(Give blank timccards to trainees) 

Explain the location of spaces for each ring: 

1. Beginning of tour 

2. Out for lunch 

3. Back from lunch 

4. Out at end of tour 

Explain the four spaces for each day in pay 
period, 

Explain the front and back of timecard:. 
spaces for rings for seven days on each side. 
Stress importance of ringing in on the proper 
space and for the proper day.. 
Show the front and back of card. 
Explain where rings are placed for beginning 
of pay period.. 

Select space for first ring of today.. 
Explain the procedure for ringing. 
Insert space under prong of timeclock. 
With left hand, extend card in timcclock as 
far as it will go. 

Hold card in with left hand; verify that space 
is centered correctly by centering the lines of 
spaces at back of timecard. 
Continue to hold card in place with left hand. 
Pull lever down with right hand. 

Demonstrate the riiiging procedure. 

(Have trainees ring their cards: observe and 

correct when necessary) 



Instructional Aids 
Instructor Notes 
Related Trainee Activity 

Ref:F-21 Handbook 
PM843 and 744 



Follow explanation by ob- 
serving the items under dis- 
cussion on the timecard that 
was passed out 



Go totimeclock 



5 Other fimrt ions Soria! .security ninnber, |)ay location innnber, Ring timecard properly 
<.f MMiecards annual leave balance and sick leave balance. 

(Afeniorixe the first two when they appear on 
the card.) 
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Key Point 9 
6 Who may ring 
tiinecard 



7 Importance 
of ringing 
correctly 
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D\$c\mion — Presentation 

Make clear that only the employee is allowed 
to ring his tiniec^ird. (Each employee must 
ring only his own timecard and never allow 
anyone else to ring it.: If an employee violates 
this rnle, he falsifies a time record and breaks 
a Federal law.) 

Question trainee 

"Why is it important tliat you ring your card 
correctly?" 



Instructional Aidi 
Instructor Notes 
Related Trainee Activity 

Ring timecard properly 



Response should indicate; It 
is the only record kept of 
time worked; or it is the 
basis for pay; or something 
similar 



8 Prohibitions 
against 

handling cards 
improperly 



Explain that these are data processing cards 
and must be run through a computer; thus, 
they must not be torn or mutilated in any way.. 
Do not place paper clips or any other extrane- 
ous matter on them. 



9 Clarifying 
questions 



Explanation of 
the Postal Source 
Data System 



Badge card 



Badge reader 



Ask for questions on timecards and recording 
of time on timecards. 

IN P.S.D.S. OFFICES 

Time v 20 Minutes 
Explain that the Postal Source Data System 
collects and prints fLita, by automatic data 
processing means, for time and attendance, 
labor distribution, and volume recording of 
mail. 

Introduce and show tilni — Opmftton of /n/mt 

Discuss the following functions of l>adge 
cards 

1. Each employee is issued a badge card 
with name, swMal security numl^er and 
other information for administrative 
purposes printed on face of card. 

2. Your time and attendance recorded from 
the badge c<ird by a badge reader are 
used as a basis for your pay cbe>rk. 

Demonstrate how the badge card is placed in 
the badge reader. 



Ask questions if anything is 
not clear 



(Ref : POD Publications 104 
and 106) 

Attentive — Listen 
16-mm projector and screen 
10- nun film — ()i)eration of 
Input Devices 

POD Pub. Postal Source 
Data System 

POD Pub. 104, PSDS Su- 
perrisor^s Handbook 
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Recording 
procedures 



Show how the following activities are 
recorded 
1. Begin tour 
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Key Points 

Manner in which 
duties are 
performed 



Obey orders from 
supervisors 



Maintenance of 
satisfactory 
personal habits 



Attendance 
requirements 



Short history 
of the local 
post office 



Stnicture of 
the Post Office 
Department 



Discussion — Presentation 

Postal employees shall be prompt, courteous, 
and oblij^ing in performing their duties. They 
shall attend quietly and diligently to their 
work and refrain from loud talking and pro- 
fane language on or near postal premises and 
when on street duty. 

Postal employees shall obey the instructions 
of their supervisors. When an employee feels 
he has reason to question the propriety of a 
supervisor's order, he shall nevertheless carry 
out the order. He may file a protest later under 
the official grievance procedure, if he desires 
to do sc.. 

Postal employees are required to maintain 
satisfactory personal liabits so as not to be 
obnoxious or offensive to other persons or to 
create unpleasant working conditions. Clean- 
liness is a must for all postal employees. 

Postal employees are required to be regular in 
attendance and shall not absent themselves 
from duty without permission. Employees 
failing to report for duty on days they are 
scheduled, including Saturdays, Sundays, and 
holidays, will be considered absent without 
leave except in actual emergencies which pre- 
vent obtaining permission in advance. 



Instructional Aids 
Instructor Notes 
Related Trainee Activity 

(Ref :PM744) 
(PB 20656,8^-1-68) 
Requirement 



Requirement 



Requirement 



Requirement 



The 

in _ 



post office was established Prepare locally 



. The first office was located at 
and street. In 



we had 



day we have carriers. 



employees, to- 
clerks, 



mailhandlers, etc. Our receipts in 
were $ ; last year our 



receipts amounted to $_ 



Discuss the organizational structure of the 
post oflice. 

Local Post Office— Names of postmaster, 
assistant postmaster or 
directors of installation 
and operations 

Relationship of local post office to regional 

office 



TUJ, 7-1 
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Key Points Discussion— Presentation 

Structure of Give the Regional Director's name. 

the Post Office Rehxtionship of regional office to Headquar- 

Department ters in Washington, D.C. 

(Con't.) Give names of the Postmaster General and 

Deputy Postmaster General 
Explain relationship of Postmaster General 
to the President and the Congress 
Tie back to how ultimately we are all respon- 
sible to the public 

Equal Discuss the Equal Employment Opportunity 

Employment Program 

Opportunity Explain that employees may be working with 

or supervised by persons of national origins 
or religious beliefs different from theirs, and, 
if unable to accept a work situation of this 
nature, they should consult the personnel 
office. 



Instructional Aids 
lyistructor Notes 
Related Trainee Activity 

Prepare locally 



Role of The supervisors of this post office are pledged 

supervisors to do everything they can to assist each em- 

ployee to make a satisfactory adjustment to 
the post office job. If at any time you need as- 
sistance, contact your immediate supervisor. 

Closing Remarks (Develop appropriate closing remarks.) 



ERIC 
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Key Point9 

Recording 
procedures 
(Con't.) 



D%scu$sion--Pre3€ntation 

2. Out to lunch 

3. In from lunch 

4. Moving to new assignment 

5. End tour 



Instructional Aids 
Instructor Notes 
Related Trainee Activity 



POD Publication 
106, Postal Source 
Data System 

Clarifying 
questions 



Give trainees POD Publication 106 and dis- Read publication 
cuss information in this publication. 



Ask for questions if anything is not under- 
stood. Explain that additional instructions 
will be given, when needed, by their supervisor. 



Ask questions if anything is 
not clear 
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243 A Vital Service 



Key Points 



Introduction 
of film 
(or slides or 
brochure) 



Discussion of 
film 

Role of crafts 



Carriers 



Clerks 



Time : 30 Minutes 
Duicunsion^-Presentation 



rnBtructional Aids 
Instructor Notes 
Related Trainee Activity 



State that the theme of this session is service. 



Primary State that the post office is a service organiza- 

function of tion. Our primary function is to render a serv- 

post office ice to the public. 

Raise Question ; "What is the service that the 
post office renders to the public ?" 
Explain that "delivery of mail" is substan- 
tially correct since this is the primaify concern 
of the post office. Note, however, that in order 
for our delivery employees to do their jobs 
correctly, many other activities are necessary. 
Mail must be collected, processed and trans- 
ported before it can be delivered. 



Response indicated : "De- 
livery of mail," or something 
similar 



Prepare trainees for film : 
I am going to show a film that portrays the 
roles of our different employees' crafts in ac- 
complishing the primary mission of the post 
office. The title of the film is A Vital Service. 
Identify the services performed by your 
particular craft in the film. We will discuss the 
interrelationships of all crafts afterwards. 
(Use same approach if introducing slides or 
brochure.) 

Show film or slides or discuss brochure. 

Observe that trainees have seen how our 
different crafts perform their jobs in the post 
office. Note that some employees never deliver 
mail but all jobs are important in accomplish- 
ing this vital service we render to the public. 

Discuss some of the interrelationships in- 
volved between tlie different crafts. Start 
questioning period. Before the carrier receives 
mail for delivering, what other crafts are 
involved ? 

What part does the clerks craft play in this 
function ? 



16-mm projector movie 
screen, film, "Vital Service" 



Response indicated: Before 
the carrier receives the mail, 
it must be processed by clerks 
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• 



Key Points 
Mail handlers 



Motor 
vehicle 
operators 

Vehicle 
maintenance 

Special 

delivery 

messengers 



Mail processing 
equipment 



Building 
service 



Assignment to 
duties normally 
associated to 
another craft 



Tt-2, 7-1^ 
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Discussion — Presentation 

How is the mail prepared before reaching dis- 
tributing units ^ 

What craft is responsible for this activity? 



How is the mail transported between ter- 
minals, airports, and stations? 



Instructional Aids 
Instructor Notes 
Related Trainee Activity 

Mailhandlers, primarily, are 
concerned with canceling, 
facing, and preparing mail 
for distribution 

This is a duty of motor vehi- 
cle operations personnel 



Whose responsibility is it to keep vehicles in Vehicle maintenance person- 
top operating condition ? nel 

Show approval as period proceeds, for 
example :; 

"That is correct, vehicle maintenance person- 
nel are responsible for maintaining our vehi- 
cles in top operating coiidition so the MVO 
employees, motorized carriers, and special de- 
livery messengers can perform their jobs. 



Whose responsibility is it to maintain our 
mail processing equipment in top operating 
condition? 

The importance of this function is evident. If 
the machinery in our facilities was not kept 
in top-operating condition, mail could not 
move, would not be canceled, etc. 

What is the role of our building service 
employees? Our health and well-being depend 
upon people in this craft performing their job 
efficiently.. 



Mail processing equipment 
employees (MPE) 



They are responsible for 
maintaining clean and 
healthful conditions in our 
facilities 



1. Note tliat traine.es have seen roles primarily 
performed by different crafts. 

2. Indicate it is the Department's policy to 
have work performed by crafts as shown. 
Exceptions to this policy may be made, 
however, when service needs require. 

l^. Employees may be used in a dual capacity Response indicated : " Yes." 

as needs of the service require. 
Pose question:; "Could clerks be required to 
deliver mail V Explain "This is true, for our 
primary objective is to accomplish the earliest 
possible delivery of mail. In some instances, 
as the needs of the service require, you may 
be called upon to perform duties other than 
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Key PointM 

Assignment to 
duties normally 
associated to 
another craft 
(Con't.) 

Importance of 
good customer 
relations 



DUcussion-^Preieniation 
those specifically stated in your position 
description," 



Discuss the importance of practicing and 
maintaining good relations with the public. 
Public contact employees, such as carriers, 
special delivery messengers, and window 
clerks, have an important function in estab- 
lishing good public relations. Realize that you 
are establishing a public image for all postal 
employees. This image will also affect the way 
the public will respond to you in your future 
contacts. 

State that our public contact employees are 
often made aware of the service function of 
the post office. Unfortunately, our other em- 
ployees are not able to develop this awareness 
through face to face contact with the public. 
Nevertheless, all postal employees are equally 
responsible for giving the best service to the 
public. 



InMirucHonal AidM 
Instructor Notes 
Related Trainee Activity 

Response indicated: "Yes." 



Clarifying 
question 



Are there any questions concerning the film 
or discussion? 



Ask questions if anything is 
not clear 



ERLC 
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244 Safety and Emergency Procedures 



Key Paintt 

Safety 

Accident rate in 
post office 



Time : 40 Minutes 
DiscusMwn-^PreientaHon 

Explain that post office work is not high- 
hazard type work, but our injury frequency 
and severity rate should be lower. Most in- 
juries to postal employees are caused by 
employee error. About 85 percent are due 
10 unsafe acts of persons, or are a result of 
acts contrary to established safety procedures 
and instructions. 



InBtructional Aidi 
Inttrucior Notet 
Related Trainee Activity 

(Ref : Handbook P-13, Ch. 
VI) 



Primary causes 
of accidents in 
post office 




Steps in 
safe lifting 



State that the primary causes of accidents in 
post offices are unsafe liftmg and failure to 
observe— which in turn results in slips, trips 
and falls. Other major causes are striking 
against objects, dog bites and motor vehicle 
accidents. Also bear in mind as we increase 
mechanization, accidents in this area become 
pertinent. 

Discuss bteps in safe lifting ; 
1< Keep load close to the body 

2. Bend knees and keep back straight 

3. Keep balanced— Don't lift in awkward 
position 

^ . Be sure or good footing 

5. Lift steadily, "Heft the load" for weight 
and secure a firm grip before you star* 
to lift 

6. Get holp in lifting heavy objects 

7. Don't fight to recover a dropped object 

8. Don't twist while lifting or lift while 
twisted 



Safety slide kit for general 
orientation, slide projector, 
screen 




Causes c ' U]h Discuss the causes of falls : 

1. Failure to observe liazards 

2. V orking or walking at unsafe speeds 
-'.^occupation. Example: Carrier look- 
ing at addn it^ on letters going 
up or down btairs and curbs 



Tl-J, 7-}' 
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Unsafe practices 
and unsafe 
conditions 



Location of 
first aid unit 



Compensation 
benefits 



Form BEC-ll 

Clarifying 
question 

Concluding 
statement 



Emergency 
Procedures 
Civil Defense 
procedures 



ERIC 



Di9eu»»U>n—Pre9€ntati<m 

Discuss primary causes of all accidents: 

1. Unsafe practices 

2. Unsafe conditions 

Bring out that one or both of these must be 
present in an accident, for accidents do not 
just happen. Awareness and recognition of 
hazards is the primary personal factor in ac- 
cident prevention. When we have this aware- 
nessy we can take corrective action to evade 
an accident. 
Develop this situation : 

Maximum weight of sacks and pouches — 80 
lbs. If an employee lifts a sack weighing 100 
lbs. and sustains an injury, was the injury 
caused by an unsafe act or condition? 



Explain that injuries sustained on the job 
must be reported to the supervisor immedi- 
ately. 

Tell where the first aid unit is located. Explain 
office procedure for leaving work area to go 
to first aid unit. 

Explain the compensation benefits for injury 
or death: 

1. Medical care 

2. Disability ben':fits — pass out Form BEC- 
11, Wh^n Injured at Work 

3. Death benefits 

Discuss Form BE(Ml 

Are there any questions on safety? 



A safe worker draws a full pay check. If you 
are injured on the job and have to be off from 
work under job compensation, your pay will 
be only % or % of your regular pay. 

In a nuclear attack or other serious emergency 
in the United States, postal employees will 
cooperate fully by participating in pcwtal Civil 
Defense activities. These activities will be as- 



ln%tructUnMl Aid$ 
Instructor Notei 
Related Trainee ActivUif 

(Ref: Form BEC-11; 
726 and 761) 



PM 



Respond with : 
An unsafe practice caused the 
injury if the employee lifted 
incorrectly or if the employee 
did not request aid. An im- 
safe condition is the over- 
loaded 100 lb. sack. The men 
who overloaded the sack also 
performed an unsafe practice 



(rive trainees a copy of Form 
BEC-ll 

Ask questions if anything is 
not understood 



Tt-2, r-1-4f 
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Emergency 
Procedures 
Civil Defense 
procedures 
(Con't.) 

Local emergency 
procedures 

Fire alarm 
signal 

Fire exits 



Fire drills 



Fire 

extinguishers 

Local emergency 
conditions 



signed by postmasters and other installation 
heads. Employees not predesignated for 
emergency postal assignments are encouraged 
to volunteer their services to State and local 
Civil Defense organizations. 

Discuss the emergency procedures for your 
installation. 

Describe the fire alarm signal. 



Ask trainees to locate fire exits in their as- 
signed units. 

Mention fire drills are scheduled periodically. 
Describe how employees should leave the 
building. 

Explain the use of fire extinguishers and why 
their locations should be remembered. 

Discuss local conditions peculiar to your in- 
stallation, such as hurricanes, severe snow 
storms, tornadoes, etc. 



initructtnr Notu 
Related Trainee Ao$M$^ 

Ask questions if anything is 
not understood 




ERIC 
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245 Employee Obligations 



Key FoinU 

Probationary 
period 



Supervisor's role 
in evaluation 
of employees 



When employees 
are evaluated 



Evaluation 
standards 



Punctuality and 
attendance 



Time: 40 MinutcA Inttructw Note* 

nt^cu9»ion^rrr»vntQtion Related Trainee ActivUy 

Discuss the 1-year probationary period for (Ref:PM7l5) 
new employees. Compare the pn^ationary pe- 
riod to a get-acquainted period. M(»iti<Hi that 
the employe© has the opportunity to deter- 
mine if he wants to make the post office job 
a career and the post office has the same right 
to determine if the employee should be a 
career employee. 

Discuss the supen^isor's role in evaluating 
employees:; 

Informal rating — throughout the probation- 
ary period. 

Formal ratings— end of 3 months 

end of 5 months 

end of 10 months 
Explain that a recommendation is made after 
each formal ratiiig for or against retention of 
employee in the postal service. 

Explain standards by which employees are 
evaluated: 

1. Amount of work 

2. Accuracy 

3. Reliability 

4. Neatness 

5. Thoroughness 

6. Application to duty 
7., Conduct 

8. Ability to get along with others 

9. Cooperativenees 

Discuss each of the nine evaluation standards. 
Show how all are important and necessary 
behavior patterns for all employees if the post 
office is to function efficiently. 

Discuss the importance of reporting to work (Ref : PM 744 and 721.4S4) 
on time as scheduled— Tie back to standards 
3, 6, and 9. Tell them the regular contribution 
of each employee's efforts are essential in ac- 



List on blackboard or c\Mt 
Trainee takes notes 
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JTey PiHnti 

Punctuality and 

attendance 

(Con^) 



Local office 
procedure for 
notifying work 
station when 
unable to report 
for duty 



Form 3971, 
Request for 
Notification of 
Absence 



Obeying orders 
and instructions 
from supervisors 



Discusaion — Presentation 

complishing the mission of the post oiEce. 
Bring out that an employee's unscheduled ab- 
sence places an added burden on his fellow 
workers and supernsors. There are jobs that 
must be covered in tlie post office. If not, the 
mail will be delayed. 
Emphasize: Reporting to work as sched- 
uled — on time — in appropriate clothing or 
uniform. This includes Saturdays, Sundays, 
and holidays. 

Describe how an employee notifies his work 
station when unable to report for duty because 
of illness or emergencies. Emphasize conserv- 
ing sick leave — cite examples of employees 
who are off from work for long periods of 
time and continue to draw full pay.. Discuss 
the value and peace of mind derived from ac- 
cumulated sick leave. Bring out the insurance 
factor. Discuss the high cost of an insurance 
policy which would pay benefits similar to 
accumulated sick leave. 

Explain that Form 3971 must be completed 
for all absences from duty. A medical certif- 
icate or other acceptable evidence of incapac- 
ity for work must be obtained to cover absences 
of more than 3 days. If evidence exists which 
indicates the employee has abused the sick 
leave privilege, he may be advised in writing 
that, until further notice, any application for 
sick leave, even though less than 3 days, must 
be snppoi^ed by a medical certificate or other 
acceptable ^^vidence. 

Discuss the importance of obeying orders and 
instructions from supervisors — Bring out that 
the supervisor is responsible for directing and 
controlling the work of employees and that 
carrying out your supervisor s orders is part 
of your job. Tie back to standards 3, 6, 8, and 9. 



In$tructional Aid$ 
In$trucfor Note$ 
Readied Trainee Activity 

(Ref:PM 774 and 721.434) 



List telephcme numbm 



Adverse personnel State that whenever orders, instructions, or Ref:PM 746.4 



actions and 
employee appeals 



ERLC 



rules of coiuhK^t li:ue no\ l>een followed and 
it is necessary to take disciplinary measures 
against an employee the overriding considera- 
tions shall be that the action taken shall be 
corrective rather than punitive and that it 



Article X, 
National Agreement 



instructor's Guide for General Orientation of New Employees 



Advert personnel 
actions and 
employee appeals 
(Con't.) 



Prohibitions 
against carriers 
deviating from 
sssigned route and 
other mplof ees 
leaving work 
area without 
pwmission 

Job performance 



Identification 
badges or buttons 



Personal 

appearanco 



Oi$cu»$ioH- -PretcntatUm 

must l)e influenced by impartial considera- 
tions of the di^iity of the individuaK justice 
and equality. DisiMpIinary actions are to be 
taken only when necessary to correct an em- 
ployee's conduct, to maintain order and to 
promote the efficiency of the postal sen'ice. 
The policy on discipline is outlined in Article 
VIII, National Agreement. Any employee 
who has completed six conjsecutive months of 
employment from date of appointment has the 
right to appeal an adverse acti(m taken 
a^rainst him. The adverse action appttA pro- 
cedure is outlined in Article X, National 
Agreement and Part 746.4, Postal Manual. 

Discuss prohibiti(ms against a carrier devi- 
ating from his route and against other em- 
ployees leaving the work area without permis- 
sion. Tie back to standards 3 and 7. 



ERLC 



Discuss the necessity for each employee to per- 
form his job satisfactorily. Emphasize the 
speed and accuracy factors. Tie back to stand- 
ards 1 and 2. 

Emphasize the importance of emplojrees 
wearing exposed identification badges or but- 
tons. Relate this to the ^curity factor — for 
protection of mail from unauthorized persons. 
Explain where badges and buttons should be 
worn. (Carriers badge must be attached to 
cap. Other employees wear badge attached to 
outer garment. ) 

Stati* that emplovctvs an' expected to maintain 
hi^rli stnndanls of appearance and habits so 
tliat they work safi'ly, do not otfond others, 
and helf) to maintain the puhlic*s ronfidence in 
the postal service. 

While on duty, you must dioss appropriately 
for your {>o^irion and duties from (he stand- 
points of lK>th ap{)carance and safety. You 
njust al<v> bp neat and clean in your appearance 
and hal)its. Hair— including beards and mus- 
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ln$iruetUmal Aii9 
Inttructor A'olet 
Related Trainee Aeiivit^ 

Ref:PM 746.4 
Article X, 
National Agreement 



PM 744 



Tt-2. r-t-4» 



245 (p. 4) 



Key Paint$ Ducuasion^PrcMentation 

Personal taches, if worn— must Ik* kei)t neatly trimmed 

appearance and t'lean. 

(Con't.) If a uniform is presiTibed for your job, you 

mu5;t wear it while on duty, and it must be 
neat and dean. You must not a<ld anything to 
or omit anything from the official uniform. If 
your job require^j you to contact or be exposed 
to the public while on duty, but you are not 
required to wear a uniform, your dress and 
appearance must conform to good business 
practice. 

State that employees nmst be ready, willing 
and able to perform duties of their positions 
as a condition precedent to (1) their assign- 
ment to duty upon reporting for work and 
(2) their retention on duty after commence- 
ment of their tour. Explain that an employee 
who is out of prescribed uniform would war- 
rant a finding of not being ready, willing and 
able to perform his duties. Upon finding such, 
the employee would either not be permitted to 
clock in or be relieved from duty for such time 
as is needed to correct the situation. 



In$tructional Aids 
Itutrucior Notes 
Related Trainee Activity 

PM 744 



Current address 
and telephone 
nttinb«»r on file 



State that postal employees must have a cur- 
rent address and telephone number on file. Tell 
how to file changes of address and telephone 
numbers. 



Outside State that sul>stitute employe have difficulty 

employment working another job l>ecause of irregular hours 

and shifts in the |K>st office. 
Explain that employees may engage in out- 
.side business activity provided: 

1. It does not interfere with the perform- 
ance of post office duties. 

2. It does not reflect discredit upon the 
postal service. 

3. Employment in the postal service does 
not give the employee an advantage over 
others. 

Tie back to .standanl 7 (Conduct) 



(Ref:PM561 and 742;P-13 
Handbook) 



Smoking 



Smoking is not permitted whne; 

1. Delivering mail to or receiving mail from 
the public 
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Key PaintM 

Smoking 
(Con't.) 



Drinking end 
possession of 
alcoholic 
beverages while 
on duty 



Use of 
narcotics 



Gambling 
Soliciting 



Clarifying 
question 



Suggested 
questions 



Di9Cusion'~Pre9aita Hon 

2. Loading or unloading mail 

3. Hanging or closing pouches or sacks 

4. Distributing mail into sacks or pouches 

5. Facing mail 

Discuss disposing of cigarette stubs and 
matches. 

Discuss prohibition against drinking alcoholic 
beverages while on duty or before reporting 
for duty. Mention that postal employees 
should refrain from excessive drinking at all 
times and should never drink in public places 
while in uniform. Be sure to deal with the fol- 
lowing items: 

1. Possession of alcoholic beverages of any 
type on postal premises is prohibited. 

2. Possession of alcoholic beverages for sale 
or use by others on postal premise or on 
postal duty elsewhere. 

3. Use of narcotics, unless prescribed by 
physician, on postal premises or postal 
duty elsewhere. Employees who have 
drivin^r assiginnents and are taking nar- 
cotics authorized by a physician must 
have [K'mussion from their. super visor be- 
fore bein^r |>erinitted to clock in. 

4. Addiction to narcotics is basis for re- 
moval. 

Discuss prohibition against gambling while 
on duty or in Federal buildings. Relate this 
rule to baseball pools, football bets, etc. 

Mention prohibition against postal employees 
soliciting contrii>ntiim.s from other employees 
or the public for their i>ersonal gain. 

Ask for any quest irms on what has been cov- 
ered up to this time. If no questions are asked, 
review this se<*tion of the program by asking 
questions .such as: 

How long is the {>robationary period for new 
employees in the fK>st r>ffire? 
Who h«as to serve a probationary perimi in 
the post office? 

How often are probationary employees eval- 
uated? 

Who evaluates new employees in the post 
c^ce, etc. ? 



In9tructional Aid9 
In9tructor Note9 
Related Trainee Activity 

(Ref:PM742) 



Ask questions 
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246 Sanctity of the Mails 



Keif PointM 
Sanctity of 
the seal 



How to 
handle mail 



Fnnctim of 
inspection service 




Honesty 



True examples 



Time: 10 Minutes 
DiMcu99im — PreMcntation 

Discuss the sanctity of the seal. Emphasize 
that no one in a post office may ever open a 
letter in transit. Mention the one exception to 
this rule : Employees in dead letter office. 

Stress handling mail properly without ever 
placing in pockets, or purse or hiding from 
view. 

Discuss fun'^tion of inspectors and inspectors' 
lookouts. Bring out that a strong Federal law 
protects mail from being stolen, opened, 
tampered with, or delayed while in transit. 
Explain that this law stipulates that the pro- 
tection of mail, pc2:tal funds and property are 
major respon^bilities of every postal em- 
ployee. 

Mention that although honesty was not a fac- 
tor in the list of employee standards, all postal 
employees are assumed to practice this trait. 

Cite examples of employees violating the 
sanctity of the mail's requirements and conse- 
quences of their actions — Ijoss of job — Pos- 
sible jail sentence and fine— Forfeit of rights 
for future Federal employment— Disgrace for 
employee and family.: 



Imtruotioml Aid9 
Inttructar Nota 
Related Trainee Activity 

(Ref:PMll7) 
Listen attentively 



Ask for questions. 



Ask questions if anything is 
not clear 
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Keif Pointi 
Explanation 
of ZIP Code 



Discus^m of 
POD Publication 
S7,Mr.Z/P— 
WhoHe/s— 
What He Does 



Time : 15 Minutes 
Discu$$ion — PreMentatian 

State that ZIP Code is a five digit system 
which identifies each post office, and each de- 
livery unit at large post offices. It links deliv- 
ery units of large post offices to the main of- 
fice, and it links small post offices with the 
major post offices through which mail fw the 
smaller post offices must pass. 

Give POD Publication 87 to trainees. 
Ask trainees to refer to ZIP Code National 
areas and note that the fir^ digit of the ZIP 
Code represents one of 10 national areas. 

Ask group to identify tlie fir^ digit (national 
area number) of the local post office. 



JnBiruetianal 
Instructor NoteM 
Related Trainee Activity 

Ask questions if anything is 
not clear 



Respond with national area 
number of local post office 



Discuss how national area numbers start at 0 
in the northeast part of the country and go up 
to 9 in the west. 



Geographical 
placement of 
national area 
numbers 

Questions to 
group 



^^^^ Responses indicate part of 

^"^ State, or State, or several 

States 



represent? 

^VTiat do the first three digits of the ZIP Code Sectional center or large city 

repres^^nt ? 



What do the last two digits of the ZIP Code A post office or delivery 
represent ? 
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Key Points 

What is 
ZIP Code? 



Who Benefits 
and Howf 



Services Available 
to the Customer 

Two-Letter 
State 

Abbreviations 



Dincussion — PrcBcntation 

Ask a trainee to resid aloud the chapter, 
"What is ZIP Code ?" 
Ask questions. 

WTiat functions are carried out in sectional 
centers? 



Point out that smaller post offices in a sub- 
area sen'ed by a sectional center facility are 
called associate offices. 

Ask individual trainees to read aloud this 

chapter of POD Publication 87. 

Discuss how ZIP Code affects distribution and 

transportation of mail. 

ZIP Coded mail bypasses many intermediary 

stops resulting in faster delivery. Distributors 

can process mail much faster by reading ZIP 

Code rather than ad'^resses, thus decreasing 

reliance cm scheme knowledge for distributing 

mail. 

Repeat procedure with this chapter.. 



State that the abbreviations for States should 
be memorized by all distribution clerks for 
they will soon be distributing mail according 
to these abbreviations. 



Instructional Aids 
Instructor Notes 
Related Trainee Activity 



Respond with — sectional cen- 
ter post offices receive and 
transmit mail moving be- 
tween, into, or out of post 
offices of a sub-area 



Individual trainees read see- 
tions aloud 



Individuals read aloud 



POD Publication Give trainees copies of POD Publication 127.: 

127, Mail Moves 

the Country — 

ZfPCadeMorps 

the Mail 

Ask for questions about ZIP Code. 



Ask questions if anything is 
not clear 
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248 Discussion of Benefits and Conclusion 



Time: 30 Minutes 
Key PointB Discussion—Presentation 

Note to (Be thoroughly familiar with information in 

instructor: the General Orientation Handbook for New 

Employees. Use Postal Manual to answer 
questions, if necessary. If the answer cannot 
be obtained during the session, tell the ques- 
tioner you will obtain the answer later, and 
do so.) 

Ask trainees to ^efer to the employee's hand- 
book and raise any questions they may have 
on the information in the handbook. 
Have trainees refer to the following specific 
pages and clarify or furnish answers to the 
following questions; 



Salary 



Salary— Page O— Allien is pay day? How 
are employees paid? How much are postal 
employees paid? (Give hourly and annual 
rates for PFS 1, 2, 3, 4, and 5 to the group.) 



Annual leave Annual I>eavc— Page 10— When it can be 

used. Number of days earned each year. 



Instructional Aid$ 
Instructor Notes 
Related Trainee Activity 

Ref:; Employee Orientation 
Handbook; PM Chapter 7 



Ask questions as necessary 



Sick leave 



Health insurance 



Sick I^eave— Page 10— Purpose— Number of 
days earned e^ich year. 

Health Iiisuniiice— Page 0 — How to en-: 
roll— ^\Tio can enroll—When to enroll. 



Life insurance Life Insurance— Pnge 1>— Amount of Cov- 
erage—Cost to employees and Federal Gov- 
ernment, 



Optional 
insurance 



Optional Insurant* 
Cost to employee. 



Amount of Coverage- 



Retirement Rc^tiremont— Page 12— Cost to employee- 

Disability provisions— Possible annuities. 



Develop the preceding infor- 
mation into a visual presen- 
tation, if possible, using 
charts, blackboards, or hand- 
outs 
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Key Foints 

Incentive 
awards 



Depart inents 
orientation and 
i raft skill 
traininu; system 
lM)licy 

Craft orientatinu 



Skill training 



Train nig iTn)r(l 
card 



TU2, 7-1-49 
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/>!.<♦ us^tou — Ptvsvntalton 

liuvnt ive A\\ard>- -Page 8 — Subinission of 
>ii«ri;e>ti<>ii> — T\ pe> of aj'hieviMneiit and por- 
f«)riiiaiKe awards available., 

State that the policy of the post office is to 
provide necessary traijung for each new em- 
ployee l>efore assignment to independent work. 
Discu>s tlie i^raft orientation session, 
1.. Conducted on oCK^ond day in duty status for 
new employees. 

2. Information und instruction fi rnished in 
session applicable to a particulc * craft. 

Discnss the skills training procedures, 

1. Normally will be conducted on the job by 
supervisois or job instructors, 

•J, Printed rtMpiiremonts sheets for each job are 
maintanied at work sites. These sheets are 
for ivview by employees, job instnictors 
and hupervi^oi-s, A breakdown of each job 
and the time allotted for training are on the 
training i-eqnireinents sheets. 
Traiiung for each job will consist of follow- 
ing the information on the sheets with the 
inhtructor telling and .showing the trainee 
how to ilo each portion of the job, and 
ch).>ely monitoring the trainee's perfonn- 
unce afterwards. 

Discuss the functions of the Training Record 

(^ird. 

1. Prepared for ea<*h new employee,. 

2,. Various jobs and skills are listed on card 

to whi<'h new einj>loy(H^ may l)e assigned in 

that craft, 

3. lu.strnctor initials, dates and enters time 
u>ed in training for each skill,, 

4. Supervisor sig^ns that training has l)een 
coinplcte<l,, 

r». Kmployce and authori/.ed union representa- 
tive may revi(»w card upon request.; 

0, Tell where cards are maintained. 
Discus^ how the description of the complete 
orientation and training system may be re- 
view ed. 

1, : Kmployees and unicm ix presentatives may 

review upon re<|uest,, 

2, Tell w here complete copies of material are 
maintained. 
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Instructional Aid$ 
Instructor Notes 
Related Trainee Activity 

Develop the preceding infor- 
mation into a visual presen- 
tation, if possible, using 
charts, blackboards, or luind- 
outs 
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Key Points 



Conclusion 
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Inatructional Aid9 
Instructor Notes 

Diactmioti— Presentation Related Trainee Activity 

3. Tell what crafts are represented in the 

system. 



Develop the following points into a conclu- 
sion 

1. The preceding information shows that 
the post office, as an agency of tlie U.S. 
Government, demonstrates concern in 
providing for its employees and in assur- 
ing that its employees provide a like con- 
cern for high standards of service to the 
public. 

2. Postal employees have a feeling of ac- 
complishment in providing this impor- 
tant communication service of collection, 
distribution and delivery of mail to the 
public- It is with tliis spirit that we wel- 
come you as you join forces with us in 
furnishing this much-needed service to 
the citizens of this great country of ours. 



Develop the preceding infor- 
mation into a visual presen- 
tation, if possible, using 
charts, blackboards, or hand- 
outs 
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249 Tour of Major Mail Processing Installation 



Kep Points 

Diflference 
between 
incoming and 
outgoing mail 
divisions 



Some things to 
obser\'e 
on tour of 
installation 



After tour 

Relationship 
of areas seen 
on tour to 
functions of the 
various crafts 



ERIC 



Time: 30 Minutes 
D iscuaaion — Preaen ta Hon 

Explain the difference between:; 

1. Incoming Division — concerned with mail 
for local delivery. 

2. Outgoing Division — concerned with mail 
originated at this office and mail passing 
in transit through the office (mailed at 
another office, passing through this office 
for delivery at another). 

Explain that most distributing facilities 
are divided into two major divisions, in- 
coming and outgoing. 

State that you are going to take them on a 
tour of the installation. Before leaving, explain 
the function of each unit they will visit. 
Suggested areas for tour: 
Employees' entrance (explain security meas- 
ures, wearing of an exposed badge, etc.) 
Platform where collection mail is received. 
Culling, dumping and canceling area for col- 
lection mail. 

Outgoing letter distribution area — primary 

and secondary. 

Airmail distribution area. 

Incoming receiving area. 

Incoming primary and secondary. 

Incoming dispatch area. 

Carrier cases. 

Special delivery.. 

After tour, discuss areas seen with functions 
of each represented craft. 
Main ideas to emphasize are; 
Clerks are primarily concerned with distrib- 
uting mail — (of various sizes from postal 
cards to 70-lb. parcels). 
Carriers are prim- *ly concerned with deliv- 
ering and collect!* mail. (Some will be as- 
signed to driving mments.) 
Mailhandlers are narily concerned with 
preparing mail for distribution and dispatch. 
(Some will be assigned to operate machinery 
observed on tour.) 

79 



Inatructional Aida 
Instructor Notes 
Related Trainee Activity 

Attentive listening 



List on blackboard or chart 



Stay together in group 



Ask questions if anything is 
not understood 
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/Cey Point 9 
Relationship of 
areas seen on 
tour to fxinctions 
of the various 
crafts (ContVl) 



Discmsion— Presentation 

S^>ecial delivery messengers are primarily 
concerned with delivery of mail. 
Motor vehicle operators are primarily con- 
cerned with transportation of mail. 

Tie the functions of each ,'raft back to the 
receipt and delivery of mail to the public. 
Show^ how each function is necessary and im- 
portant in achieving this objective. 



imtructional AidB 
instructor Notei 
Related Trainee Activity 

Ask questions if anything is 
not understood 



Clarify ing Are there any questions about the building or Ask questions 

question anytliing you saw on the tour? 

(Give trr.inees assignments — express appre- 
ciation for attention and cooperation.) 
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250 FILM SCRIPT: A VITAL SERVICE 



Below is the script of tlie Post Office Department motion picture entitled 
A Vital Service., This U-iuinute, 16-min, black and white, sound film was 
released by the Department in 1967 for use as an aid in the orientation of new 
employees. 




•The Po<al Service. Mewnper of sympathy and love, 
servant of |>artin(? friends, consoler of the lonely,, ImmmI 
of the scattered family,, eularjrer of the eonimon life, 
carrier of news and kaovvle^lge, instrument of trade and 
industry, promoter of mutual aequainUmce, of i>eace 
and good will among men and nation^.** ( In^'riptlon on 
Washington D C. ptwt office.) 




BO\D OF 



'^A^TED FK!E\DS 
0- "HE LONELY 
SCMTERED FAMILY 
-:r COMMON LIFE 






In thousands upon thousands of locations, mail la re- 
ceived, processed, and delivered by more than 700,000 
men and women of every race, color, and creed— Amer* 
leans, who work In a wide variety of jobs— jobs vital 
to the efficient operation of movlnif the mall. 




At one time, each of them, like you, was a new em- 
ployee, unfamiliar with thf background and working 
operations of the larxest ' ivillun agemy In the Ki*<leral 
Ooverntnetit. 




Film Script: A Vital Service 



250 (p. 3) 




Kaeh ilay, our 150,000 letter carriers travel seven times 
the distance covered by astronaut John Glenn in his 
three orbits around the earth. 



INbital eini)loyees oi>erate appn^xiiuately 100.000 (Jov. 
eriuuuMit-ouned or hirtsl \ehicles. 
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F^ach year, window clerks .sell over 23 billion Htamp6 
and handle more than 900 million st^ecial service 
transactions. 



Film Script: A \rttai Service 



250 (p* S) 




Mailhandlers mIso make the fimt roui^ neswriiUon 
ktmvrn an i*iillinir. Hen*, aimmil and sptvial deliverer 
arr sefMiratefL I^rise bulky enrelopmand soiall fiarcelH. 
k^ya, and film cami are also mnoTed for separate 
bandliug. 



Mnilhandli^nc then fare and cinrel the mail. Facini: is 
a pnKvss by vhk'h Irttrrs ;m» ori^ntt^ sii that all 
^ampK are in the sAutt^ |M>sitinn ready for f*ant'Hla* 
ti^•^. 
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In many offices, both the facing and canceling opera- 
tion is |>erformed mechanically. It merely requires 
mail to be batched before it^ fns«ertion into the ma- 
chine. This not only speeds thr facing and canceling 
operation ; it is less fatiguing to the employees. 
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oiiit* mail al till* tfTiuinal. tran*f*r rhrkn an* 
ri-s»«»ii>il»|f f«»r ir^ fii^t*:t'*'li tltuv ami at litw^M i»us- 
sil»|i' rti* t- 

\Vh«*ii mail rrin-hf^ irMlo>nii:iri«-ii. it httfmifs known 
a< in«*«miin»; mail and mvivrN furthtT Mtrtin;; tt* >t;i-. 
tit*n^ \\ itliin tin- vit\ tln-n, to indivUinul i-arrtt*r nnitcn^. 





The letter c*trrifr is rr»p»>n««ible for nctua! detlTery. 
fU^foH' starting t*\tt,, the earner f»ften Hpend-n 3 h(>nn< 
nrmnf^ini; innil in pn>|ter f»nler— thr nrder in which it 
will hi* delivered. Hin cnne cimtalns names ni streetsi. 
hoiM' and buildinjc number?^, 'lay points, nnd notntion 
t>f siMH'ial orders. 



250 (p. 8) 



WlHMi mail has bwn armn^tHl, it i< as.*«*mbled into 
tHiii<llc>« ami iiuiiitM<n'il hi tin* onli-r of «lrliviTy. Tht» 
rarruT'^ mail i^ Kt'iUTally ttM» iiravy ti» b»* « arruHl at 
one timv. Wbrn mail i^xtwti.s 35 |M>iiuiiH for out» trip, he 
iuak<*s it|» lansi^r bundles of uiail «'all<il n'lays. Thi'jr are 
tninsiM>rtiHl hy other rarriers in tr<\'kH and |»lar«tl ia 
relay bi>xe.s at intervnls aloa^ the naite. 
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Film Script: A Vital Service 



250 (p. 9) 




rarruTs n»ll(vr rlijir>ri»> mi iN»sraf;o tlui* iiiu) T.O.D.. 
iiiiiil. :iiul oI»rjiiii nTiMirr** f<»r n»jrKt4»nMl. ivrtitiitl. ami 



Thvy nI:«o ptrkiil* Irtti^rs ruM«niu*rs tln>i» in thv iimil 
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Film Script: A Vital Service 



If »o um* i> at li(»iiu\ lu^ ih'tcnuitu^ whotlHT to h^ave 
thi» umil or return it to tht» iM»st ottiiv In eirh»»r nise,, 

«'ib»t«Mn(*r i»f fUf ili>|M)Mrion 4»f Ins stMH*ial dvhvrrj 
mail 






Film Script: A Vital Service 





Many additional employees contribute greatly to the 
overall os)eration of the service. Some 3.500 oi motive 
mechanicH, body and fender repairmetiy and parts cferkn 
keep Governnient owned vehicles operable. 



Thousands more are employed as ja tit tors, wainten- 
anre per.HOnnvI, laborers, building guards, and elevator 
operators. 




Some senice the mechanical mail-processing equip- 
ment. 
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Film Script: A Vital Service 



others reimir or fonj^tnirt lunil sa<»ks. Imk^. and mail 





.ifX^ottntauta^ .Hccretaric}*,^ typiat^s, and office clerks are 
nmU»d to keep the offices running smoothly.. They aid 
ItftJittnttHtent uud -'tu tnr visor y iK'raonml with admini- 
strative duties 







Wliat \<Mi h«\e ill this film KPnorally outluies the 
priiicipU'?^ of |K>st:il niH»nirK>ns across the country. The 
Tost Office lK»l»artmeiit is a ^ri^antic t>rpuii2iition. For 
it to o|H*nite t*th( ieiitly. the nee<I> of each sixwitic [xwtnl 
iiistalhitioii and the iH^rMmiiel working then* iinwt al- 
u :i\s Ih' taken into considenition 




Id larger offices, proven mechanized equipment is 
ntilizetl, wherever practical, to help >on procesn the 
mail. In a number of iK)st offices, mechanical <'onveyor 
systems are used to nnluce manual movement of mail 
hctvve<»n work areas 
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Film Script: A Vital Service 



With Wet-tronir sorting marhiiu's. the (li^tribiition clt^rk 
rmU*^ uii a<Mn»s>, aiul t\w h'tn-r in<M lwuiical!.\ sent 
to tlie protKT nm^mrtinfiit. 





The same i> true of xhv iwrnel sorter. 



A c-omiietent work fon^. however, ne^ds mere than ma- 
chines to help them niet^t the exinn-ted 4 percent annual 
increase in im\\ volume. New prognnns and pnx'edures 
have iK'en introduced on l^oth national and hn-al levels, 
ui the never-endiuK attempt to help the \nyntn\ em- 
plo><H»»< keep i«ice with this MKTeaM'. One of the most 
nui>f>rtant is YAV Code — a five nunilK'r<Kl national cod- 
iuiS plan, wlilch identifier ea<'u iK>stal <lHivery imit 
and links that unit with a major \x)nt office th^ou«^ 
which mail is routed for delivery. 
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TIh'si' ar*' but a few of tbe programs now in profrross. 
T!itTo ulll !h* nioH'. iMH-auso p!atinin>r ami studying 
s.v>tt'tiiN atul ;»nM K!urt»s for improved mail service 
area coiitinuinf; pr<Kvsv 




CHAPTER 3 

Craft Orientation and Skill Training 



310 City Letter Carrier Craft 

320 Clerk Craft 

330 Mailhandler Craft 

340 Special Delivery Messenger Craft 

350 Vehicle Craft 

♦360 Rural Letter Carrier Craft 

♦370 Buildings and Equipment Maintenance Craft 





•To be published later. 
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310 CITY LEHER CARRIER CRAR 

311 Carrier Craft Orientation Requirements 
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MT Office OCMRIMPnr 
CHAFT OHENTATKM REQUIRdlCfiTS 


Trsimng [For (^MltlM) 

330 City Letter Carrier 


Respoiislbltltlc», Duties, and Equipmeiit 


3% bours 



iRttnidor to b« (^Mofi) 
Carrier Foreman in Clataroom. 
Carr. Tech. or lata*, in Work Area 



ClaatfDom or Work Area 



Refolar (Annual Rate) 
Reguiar (Hourly Hate) 
Career Subatitnte 

Seaaonal and Poatal Aaalatanta (orer 30 days) 



D«a|g.aiidActCetfa 

18-4 

«3HI 



Wtmi Should Traininf Se CofNliictod7 




Before aaaicnment 




roMito To CevireS 


r 

MnactiMial mmI 
Hotos to fmtrMctor 


A. Responsibility of carrier 

Details applicable to carrier s craft 

B. ISmmfiltn^ City Letter Carrier 

C. Basic carrier duties 


Job descriDtion sheet: 

Furnish trainee Methods Hand- 
boc^ M-41, City Carrier'a In- 
struction Handbook 

16-mm film, City Letter Carrier 
Projector and screen 


Type of work performed and scope of duties 




Letter delivery 




Collections 




Keiay 




Parcel post delivery 




D. Equipment and supplies 




uiiiiuriiio 




Badges 




Dog repellent 




Forms 
Reports 


Forms— Use M-41 Handbook to 
explain form usage 


Mail receptacles (attached to home and curb boxes) and 
mail door slots 




Collection and relay boxes 




Route book 


Route book 


Satchel, carrier case, and forms pouch 


Carrier case, satchel and forms 
pouch 
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Craft Orientation and Skill Training: City Letter Carrier 



CRAFT MMENTAmN^ 



Mb* I 

330 \ Citf letter Carrier 


SMIor Tet« 

Schedules. SUndards» Classes^ and Typei of Hail 
and Safety 


WmicVmm 

See A-1 


Iftstrudor to b« C^idan) 
Carrier Porefnan In ClasnwHo, 
Carr. Tech. or Inttr. in iTork Area 


Regular (Anooal Rate) 
ReguUr (Hourly Bate) 
Career Substitute 

Seasonal and Poatal Aaaista&ta (oTer SO days) 


13-4 
33-4 
43^ 
63-4 


WHm Stiould Trainli^ f CmMHtOt 
Clasaroom ar Work Area 



Before assignment 



^binto To CowmS 



HHtnicttsfisI AMi and 



E. Schedules 




Approximate hours each employee is expected to woric 
daily 




F.: Performance standards 




6. Classes of mail 


Classes of MaU slides 


H. Delivery of accountable mail 

I. Safety 


Delivery of Accountable MaU 

filmstrip and record 
Safety slides and script for city 

letter carriers 


Safety slide kit for city letter carrier 


Proper lifting 




Fire emergency procedures 




Proper clothing 




Smoking 





J. Introduce and show 16mm film Doit^t Bite Back* After show- 
ing, discuss the five key points below :; 

1. Instinctive characteristics of dogs 

2. How to position yourself when confronted with a prob- 

able dog attack 

3. Use of animal repellent 

4. Administrative action to avoid dog attacks 

5* Making a door delivery with dog involvements 



16mm projector and film DonH 
Bite Back 

FI-llS— What You Should Know 
About Dog Repellent 
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fOnr OFFIGC MEMRIMKNT 
CRAFT ORIENTATION REQUIREMENTS 



Training 
430 



For (POMtten) City Letter C»r- 
ri^rs appointed prior to in* 
sUllatton of Craft Skill 
Training System 



SWU or Topic 

Safety Training: 



Basic TifiM 

2 hours 



Instructor to bo (Posttlor : 
Carrier Supervisor 



Whsfo StMuM Traifiina bm Conducts^? 
Classroom or quiet area 



Typo of AiipolnlnMiit 

Res^lar (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 



Dssic antf Act. Cods 

33^ 
43-4 



mhm Stiouid TroiAMia bo ConducM? 



Complete within three months after receipt of tbese requirements 



To I 



A. Safety slide kit for city letter carriers 

B. Seat belt film Make It Your Habit 

C. Safety slide kit for driver orientation 

D. Fire emergency procedures 

E. Smoking restrictions and hazards 

F. Introduce and show 16mm film You Can't Bite Back. 

After showing discuss the five key points below: 

1. ^ Instinctive characteristics of dogs 

2. How to position yourself when confronted with a 

probable dog attack 

3. Use of animal repellent 

4. Administrative action to avoid dog attacks 

5. Making a door delivery where a dog is involved 



City letter carrier safety slides 
and script — projector and 
screen 

16mm film. Make It Your Habit 

Slides and script for driver 
orientation 



16mm film. You Can't Bite 
Back 



ERIC 
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• 

ERIC 



312 Carrier Craft Skiii Training Requirtments 



POST omoE KmmrMDfr 
CRAFT SKILL TRAINING REQUIREMENTS 


Tr»tfiirm 
332.1 


For <Po«H»on} 
City Letter Carrier 


Stall or Te^k 

Letter DellTery Routes:: 

Office Work— Before letviDC for delivery 


9Iiour«** 



Inttiuctor to b9 (Position} 

Carrier Siipvr., Carrier Tech , or 

Authorized Instructor 



Wliofo Slwuid Traininc bo Co«idiictod7 

Delivery unit 



Typo of A p poki tm o n t 

Regular < Annual Rate) 
Regular (Hourlr Xlate) 
Career Substitute 

SeiUk>nal and Postal As9lstants (over 30 days) 



Dotlg. and Act Cddi 

13-4 
33-4 
4$^ 
63-4 



Whon Sbould Trsinin< bo Conducttdf 

Before imlei»endent assignment— conducted on 3 separate days; first segment before street duUea; second and third 
follow initial ^trevt tniiuin^ 



^Hitt To Bo Covorod 



A. ; Ke^'onhnp: time 

B. Obtaining and preparing mail for casing 

C. Use of carrier case 

*D. Casing of letter-size mail matter 

*E. Casing magazines, papers, flats, etc. 

Minimum trainee casing time for D and E activities 

(1) First day— 15 minutes 

(2) Second dav — 1 hour 

(3) Third day— 11^2 hours 

F. I"se of Form 30S2 and route book 

G. Markincy up mail 

H. Disposing of forwardahle and undeliverable mail 

I. Obtaining and i-ereipting for S{>ecial services and postage 
due mall and keys 

J. Prepanu^ relays 

K.. Parking satchel 

Traying mail 

**M. Arranging paneK and other bulky pieces? in delivery se- 
c|uenre in office or at loading dock 

**N. Loading vehicle 

**0. Inspecting vehicle, etc. 

•.Vofr to Instructor',' This instruction involves how to case mall, not 
casing r. iiartieiilar route. 

♦•Allow 30 minutes additional time for items L, M, N,, and 0 when 
trainee is assigned to motorized letter delivery route. 



NoCm U> Instfuctc" 



Forms 1230, 1232, 1234, or time re- 
cording badges 

Carrier case equipment 



Forms 1564, 1564-A, 1564~B, 
3546, 3575, and 3982 

Demonstrate to trainee 

Throwback case 

Forms 2044, 3582-B, 3821, 3849, 
and ^867 

Carrier straps, twine 

Satchel 

Trays 

Emphasize prohibition against 
placing letters, large flats, and 
other mail within pages of 
magazines, catalogs, etc. (352.- 
3.32d, Postal Manual) 
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P09f OfVn DIPMITMBIT 
CHAFT SXIU TMININQ HEQUfiltllEHTS 


332.2 


For (PiMmqii) 

City Letter Carrier 


Letter Delivery Route : 
Street Duties (foot) 


•mIc Time 

5 hours 



InctnicfiBr to be (I^Klon) 

Carri»' Supvr.. Carrier Tech » 
or Autborixed Instnictor 



Yihfm ShoukS Train Inc bo Conductotfr 
Area eerred by delivery unit 



TyiM of AppoMiMfit 

Reirular (Annual Rate) 
Regular (Hourly Rate) 
Career Subetitute 

Seuonal and PoaUl Aaaiatants (over 80 daya) 



QMIS. Act Oedo 

13-4 
3^ 
43-4 
«3-4 



Whon Should Trolnmc bo Cooductod? 
**^nrw Independent assignment 



^IfMs To Bo Covorod 



A. , Recording time 

B. T'siiig traiisj>ortation 
Fingering mail 

D. . Deliveririgordinarj- and special services nfiail 

E. Deliverinij Government checks and })onds 



F. I )el i veri ng parcels 

G. T 'se of del i ver>- not ices 

Answering inquiries 
I.; Mail handed bark as nndeliverable 
J. Other forms 

K.: {\)llection of mail 
L. T'se of rehiy boxes 
M. Articles found loose in maiH 

X., Obtaining and receipting for registers from contract stations 
and bnmc^hes 

(), Procedure for flelivering mail when house numbers are miss- 
ing 

P. Action to take w hen threatened by a dog 



Notoo to Inotnadof 



Forms 1230, 1234, or time record- 
ing badges 



After receiving instructions from 
and observing trainer for a min- 
imum of 1 hour, allow trainee 
to perform all delivery func- 
tions for a minimum of 2 hours 



Forms 3419, 3570, 381 1 , 3816, 3849, 
3860 



POD Notice 11, Forms 1512, 3521, 
3573, and 3578 



Form 3852 



Form 1767 




ERIC 



101 



Craft Orientation and Skill Training: City Letter Carrier 



312 (p. 3) 



POST OmCC DCPAflTMCNT 
CRAFT SKILL TRAiNtNG REQUIREMENIS 



Traininc 

IdMi.No. 

332.3 



For (Positiofi) 

City ratter Carrier 



Skill or Topic 

Letter Delivery Router- 
Street Duties (motorized) 



Bat tc Timo 

5 bouni 



Inttructer to b« (Position) 

Currier Supvr.. Carrier Tecli., 
i»r Aatli(»rized Instructor 



Whftro Should Training bo Conductod? 

Area served by delivery unit 



Typo of Appointmont 

Regular (Annual Rate) 
Re^lar (Hourly Rate^ 
Career Substitute 

Seasonal and Tostal Assistants (over 30 days) 



Oooig. and Act Codo 

33-4 
43-4 
93-4 



Whon SiHHild Train inc b« Conductod? 

Before independent assignment 



Points To Bo Covarod 



A. Kei^onlinir tinu* 
H, Ktlii iont um» of tn\ys^ 
Fin<rorin«r niail 

I)eliAeriiiironliiiarv aiulsporial ^en'icesnmil 
K. I>eliverinir (tovernincnt «-lu'i»ks and l)onds 



F.' Delivorinir parcels 
f T. of iUA 'n vvy not ices 
If. AnM\enn^ nH|nirie,*s 
I. Otiior forin^N 

J. >fail liaiuied hack as uudeliverftble 
K. Collection of mail 
f J. I ' se ( > f rel a y I « ) xes 

M. Obtaining and receipHnj? for rojyistcrs from contract stations 
and l)rani'hcs 

X.. Ai tii lcs found loose ni mails 

< i*o<'kinpj veil le 

P.. PifM odnre for dclivei'inj? mail when house number is missing 
Q. Action to take when t hivatened !)>• dog 



inttructional Aids and 
Notos to instructor 



Forms 1230, 1232, 1234, or time 
recording badges 



After receiving instruction and 
observing carrier instructor for 
a minimum of 1 hour, allow 
trainee to drive vehicle and per- 
form all delivery functions for a 
minimum of 2 hours 



Forms 3419, 3570, 3816, 3849, 3860, 
3811 

POD Notice 11, Forms 1512, 3521, 
3573, 3578 



Form 3852 



Form 1767 



ERIC 
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OfFICC OCFARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trsintnf 

Idm. No. 

332.5 



For (Potltloii) 

City Letter Carrier 



SWil or Topic 

Letter Delivery Routes? 
Office Work— After Delivery 



Bmic Ttmo 

1 aour 



Inftnictor to hm (Position) 
Carrier Supvr » Carrier Tech., or 
Authorized Instructor 



Whoro Sliouid Tr»ining bo Conductod? 

Area served by delivery unit 



Typo of Appointmont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Sul>9tltute 

Seasonal and Postal Assistants (over 30days> 



Dotif. and Act Codo 

13-4 
33HI 
43-4 
63-4 



Whon SiKMild Training bo Conductod? 

Beforv* independenr assignment 



Points To Bo Covsrod 



InstructkHioi Aids and 
Notos to Instructor 



A. Recording time 

B. Disposing of mail collected on route 

C. Return and clearance for accountable items and keys 

D. Completing and disposing of Forms 3811, 3816, 3849 

E. Processing and disposing of undeliverable mail picked up on 

route 

F. ; Processing and disposing of forwardable and undeliverable 

mail not treated before leaving office to ser\*fc route 

G. Use of Form 1571 

H. Answering official communications 

I. Return of vehicles to gJtrage or parking area and ringing off 
J.. Procedures for ending tour of duty 

K. Review with supervisor 



Forms 1230, 1232, 1234, or time re- 
cording badges 



Forms 3811, 3816,3849 



Form 1571 



Form 1234 or time recording 
badge 
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PWT OmOE OCMRTMCNr 
CRAFT SKIU TRAINING REQUIREMENTS 


336.1 


For (Pofttion) 

City Letter Carrier 


aun or Topic 

Parc*»l Post Routes : 

Office Work— Before leaving for delivery 





Instructor to bo (I^Won) 

Carrier Supvr., Carrier Tech . or 
Authorized Instructor 



Wlioro SlMuM Training bo Conductod? 

Delivery unit 



Typo of Appointnfont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Suhetitute 

Seasonal and Postal Assistants (over 30 days) 



Doolf. and Ad Mo 

13-4 
33-4 
43-4 
63-4 



Whti Should Training bo Conductod? 

Before independent assignment 



Points To Bo Covorod 



Instructional AMi anrf 



A. : Recording time 

B. Obtaining truck assignment 

C. Inspecting vehicle 

D. Using sack system and hamper system, as appropriate 

E. : Obtaining relays 

F. Loading truck 

G. Parcel post delivery combined with relay delivery and firm 

delivery 

IL Preparing {>a reels for delivery 
I. Tse of relay and collection schedule 

J, Obtaining and receipting for keys and accountable and post- 
age (hie mail 

•Where carrier has received prior training on a motorized letter route 
or collection route, provide 1 hour of training in this skill. 



Forms 1230, 1232, 1234, or time 
recording badge 



Forms 2944, 3582-B, 3849, 3867, 
and 3821 
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PC5T OmCC OCPARfTMENr 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 


Tor (Position) 


SlUII or Topic 


Basic Tkna 


ld«n. No. 




836.3 


City Letter Carrier 


Parcel Post Routes: 


5 or 10 hours 




Street Duties 





InstnidBr to bo (Fotmon) 

Carrier Supvr., Carrier TccUm or 
AuthorUed Instructor 



VMioro Should Traminc bo Cenductod? 

Arte served by Uellvery unit 



Typo or Appolntmont 

Regular (Annual Rate) 
Begular (Hourly Rate) 
Career Substitute 

Seasonal and Postal Assistants (over 30 days) 



OooMl. and Act coda 

13^ 
33-4 
43-4 
63-4 



mm Slwiild Tniinkm bo Conductadr 

Before independent asslfcmnent— UTiere practk»able, first assljninient should be residential parcel post route or niixed 
business-residential pan-^^l post route— 5 hours training street dirties. >Vhere first assignment is a full business sec- 
tion parcel post route* provide 10 hours training on street duties. 



Mits To Bo Covof«d 



A. Recordin/nr time 

B. Preparing parcels for deli very 

C. Delivering parcels 



Use of delivery notices 

E. Endorsing undeliverable parcels 

F. Fimi delivery* 

G. Making relays and collection 

H. Demonstrating methods of mail collection 

I. Proper use of sjicks and satrhel 
J,: Handling veh cle 

K. Sifety 

L. Looking vehicle 

M. Pr(<edurc to follow when dolivery stop i.s h\ passed (walk or 
drive) 



Inatruclional Aids and 
Nolaa to Instructor 



Forms 1230, 1232, 1234, or time 
recording badge 

After trainee receives instruction 
and observes for a minimum of 2 
hours,' aJlow trainee to drive ve- 
hicle and perform all delivery 
functions ror a minimum of 2 
hours 

Forms 3419, 3570, 3811, 3816, 3860 



mm l*M 
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TOtr omci DCMnMDvr 

CRAFT SKILL TRAINING REQUIREMENTS 



Tmininf 
I4sn« NAi 


For (PDtKlmv) 


9MII or Topic 


Bosie Tlmo 


336.5 


City Letter Carrier 


Parcel Post Routes:' 


30 mliL 






Office work— After dellTery 



InoCiucSDr to bo (^rtlon) 

Carrier Supvr.. Carrier Tech., or 
Aatliorized Instructor 



Wm9 Should Trofninc bo Conductod? 
Area served by dellrery unit 



Typo of Appe4ntmont 



Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Seasonal and Postal Assls.anta (over 30 days) 



Doo%. ond Act Code 

13-4 

3a-4 

03-4 



Whoft Should Trolninc bo Conductod? 
Before Independent assignment 



Points To Covoro^ 



Inttructlonoi Aldi and 
Nofos to Instructor 



A. Recording time 

B. Clearance of special sen'icee parcels; COD's; postage due; 

registers; keys; ind customs d'lty 

C. Disposing of undei i verable parcels 

D. Completing and disposing of Forms 3811, 3816, 3849 

E. Use of Form 1571 

F. Disposing of mail sacks and satcliels 

G. Retuniing schedules 

H. Returning vehicle to garage or parking area 

I. . Completing accident reports or repair tags 
J. Procedures for ending tour of duty 

K. Review with supervisor 



Forms 1230, 1234, or time record- 
ing badge 



Forms 3811, 3816, 3849 
Form 1671 



SF91 and Form 4665 
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ERIC 



CRAn SKILL THAINiHG HCQUIIICMENTS 



Traininf 

132.1 



For (Position) 

City I-elter Carrier 



Col'wtion Route: 

Office work—Before te«vliif for coUcctioa 



30 mUi. 



iMttructor to to« (l^tmen) 

i'arrier Supvr.. i'arricr Tot h . or 

Authorizeil Instructor 



mm* UmM Troininc tM Conductod? 
DtllTenr UDit 



Typo of AppoMtmont 

Regular (Annual Hate) 
Regular (Hourly Rate) 
Career SubstUut 

Seaaoual and Po^Ul AstUtaKU <OTer90daya) 



Dotig. on4 Act Ot#a 

33-4 
63-4 



WHOM SNowM Troinmc bo CootJuctodT 

Before inili»i>endent awignment 



To I 



\. Re<H»r<lin^ time 
B. Obtaining: collection schedules 
Obtaining vehicle 

D. . Insf>e<*ting vehicle 

E. Obtaining keys and eciuipmcnt 

F. . Rules of collection 



Forms 1230, 1232, 1234, or time 
recording badge 



Handbook M-41,»c. 550 
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182JI 



City Utter Carrier 



CTATT imu TRAItUMQ MCQUIilCMCflTS 



Col3«cttOT Route < 
Street Dutiee 



Carrfer Su|>Tr., Carrier Tecb., or 
Atttburiaed Iftgtmctor 



CoUectlott Boott 



^i^ra^ ^^e^^^^^^^ew([ 

ReffttUr (AnatMU Rmte) 
Regular (IIoqHt Rate) 
Career Sabititote 

Seaaooal and Poeui AaniaUsta (OTeraOdajt) 



3 boors 



Wfim SMewie Trauma be CMiekic^ 
Before (B4e|>»ileiit aatlfMiettt 



1^ 
35-4 

03-4 




^•^Te ••CevMee 


Nienyctlijtet Aiet end 
^^iiaa te (wi^f^Mtec 


A. Recordinji: time 


Forms 1230, 1232, 1234, or time re- 
cording badge. 


B. Collet'tinjs: mail 

C. Tse of equipment 

D. Vehicle Imndlin^ 


After trainf« rrceives instruction 
and ol>serves for a minimum of 1 
hour, allow hint to drive vehicle 
and perform all collection func- 
tions for a minimum of 1 hour. 


E. Obtaining and receipt injr for rcpsters from stations and 
branches 


Perm 3852 



F. Protection of mail 
6. Safety 



MiV IMS 



ERIC 
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ERIC 




Trainint 

ifilwv. No. 

132.5 



Instructor to bo (Petition) 
Carrier Suptt.. Carrier Tecb., 
or Authorized Instructor 



Whoro Should Training bo Conductod? 
Delivery unit 



CRAFT SKill TRAiNiNG REQUtREMENTS 



For (Position) 



City Letter Carrier 



Skill or Topic 



Collection Route:- 

Offlce Work— After return 



Botle TImo 



30 min. 



Typo of Appointment 



Regular (Annual Rate) 

Regular (Hourly Rate) 

Career Substitute ^ , v 

Seasonal and PosUl Assistants (orer 30 days) 



Ooolg. and Act Code 

13-4 
33-4 
43-4 
63-4 



Whon Should Training bo Conductod? 
Before independent assignment 



Point* To Bo Covorod 



A. Recording time 

B. Disposing of collection mail 

C. Returning schedules 

D. Disposing of sacks, satchels and keys 

E. Reporting collection boxes skipped 

F. Collection schedule delays— report to supervisor 

G R^sporting missing or illegible schedule cards; faulty doors 
or boxes or defective locks; boxes in need of painting or 
anchoring 

H. Returning vehicle to parking area and/ or garage 

I. Procedures for ending time 
J. Review with supen isor 



Instructional Aids and 
Notos to Instructor 



Forms 1230, 1232, 1234, or time re- 
cording badge and Form 3968 



Form 1571 



Overprinted Form 21 and Form 
1621 



Htm 
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MMT OmCI DCMIITMDfT 
CRAFT SKILL TRAININQ REQUIREMENTS 



Training 
Idan. No. 



430 



For (Poaniofi) 



CUy Letter Carrier 



tlilM or Topic 



Driver orientation 



Basic Tima 



2 houn 



Inttructor to bo (Position) 
Designated Driver Instmctor 



Whara Sliould Training bo Contf«iCtod7 

Classroom or quiet area 



Typo of Appolntmont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Postal and Seasonal Assistants (over 30 days) 



DMlg. and Act Coda 

13-4 
33-4 
43-4 
63-4 



Whan Should Training ba Conductad? 

Jefope assignment to driving duties. Items, A, B and C, before initial driver training on vehicle— 1 hour; items 
D-K. after trainee completes training on vehicle (s) — 1 hour., 



Folnta To Ba Covarad 



Instructional Aids »nd 
Notoa to instructor 



A. Defensive driving 

Professional vs. amateur drivers 
Proper attitudes 

Explanation of stopping distances (reaction time plus brak- 
ing time) 

The Smith System of Space C ush ion Driving 

B. Vehi* pi'eservation 

Boi ; of driver in preserving vehicle 

C. Local traTic laws and ordinances 

Prohibition a^jainst speeding 
Rules on parking and double parking 

D. Vehicle maintenance 

Use of repair tag 

E. Procedures to follow in case of an accident 

F. : Discussion of accident report kit 

G. Role of accident review board 

Preventable rs, nonpreventnble accidents 
Safe driving awards 

H. Use of Form 4570, Truck Card 

I. : Driver customer relations 

J.: Safety slide kit for driver orientiition 

K. Seat belt film Make It Ymrflahit 



16-mm film The Smith System of 

Space Cushion Drtying 
16-mm projector and* screen 



Form 4565, Repair Tag 

Accident Report Kit 
Publication For Experts Only 
Form 4570, Truck Card 



Safety slide kit, projector and 
screen 

Safety slide kit, projector, and 
screen 

16-mm film Make It Your Habit 



POO Utm tU%4 
M«y 1«6t 



n-1 r-i-Af 
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POST OmCC DEFAITTMOa 
CRAFT SKILL TRAINING REQUIREMENTS 



Triining 
ia«n. No. 



432 



For (Position) 
City Letter Carrier 



Skiii or Topic 



Vehicle Familiarization 
(Conventional %- or l-ton truck) 



Bitlc Tim* 

20 mln. 



Inttruetor to bo (Position) 
Designated Driver Instructor 



Whoro Should Training bo Cenductod? 

ClaBsroom or quiet area ; 
garage or driving range 



Typo of Appointmont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Postol and Seasonal Assistanto (over 30 days) 



Oosig. and Act Codo 

13-4 
33-4 
43-4 
63^ 



Whon Should Training bo Conductod? 

Before assignment to driving duty ? Time is based on prior training on right-hand drive truck or S-wheel vehicle 
If trainee has not had prior training, provide 1 hour for this phase. 



^intt TO Bo Covorod 



Inttructlonat Aids and 
Notos to instructor 



A, Explanation and demonstration of the following parts and 
operations of or 1-ton truck : 

a. Gearshift 



Ratio of instructors to trainees 
not to exceed 1 to 5 



g. Gasoline and oil gauges 

h. Tire pressure 

i. Loading vehicle 

j. Mirrors (rearview, side, 
and pot lid) 



b. Ignition 

c. Accelerator and brake i ^dals 

d. Parking brakes and adjust- 

ments 

e. Windshield wiper 

f. Light switches (headlights, 

parking, flashing and di- 
rectional ) 



B. Safety check 

POD Notice 76 to each trainee for sa fety check 



POD Notice 76 
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POST OFFICE DEPAimiENT 
CRAFT SKILLS TRAINING REQUIREMENTS 


TrainiAf 
idm. No. 


For (Position) 
City Letter Carrier 


Skill or Topic 

Vehicle Familiarization (Rlght>hand*drlve, 
Jeep Dispatcher 100) 


Basic Tima 

1 hour 


ln»tnictor to bo (Position) 
De«lfn«ted Driver Instructor 

Whoro Should Tratning bo Conductod7 
Clusroom or quiet aree 
Ctrage or driTlng range 


Typo of Appolntmont 

Regular (Axinual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Postal and Seasonal Assistants (over 30 days) 


Oasig. and Act. Codo 

13-4 
33^ 
43-4 
63-4 


Wtion Sliould Training bo Conductod? 

Wthln 3 months after receipt of these instructions for carriers already assigned to drive this vehiete, if they have not 
received same or equivalent training. Immediately prior to assignment to drive this vehicle for other carriers. 


^inti To Bo Covorad 


Instructlonat Aids and 
Notaa to Instructor 



A. Introduce and show slide-sound presentation From Foot- 
poirer to Horse poiver. 



B. Discuss pertinent points of presentation. 

C, Demonstrate and discuss following operations or parts of 

vehicle and relate to slide-sound presentation : 

h. Seat adjustment 

i. Safety belt 
Controls and switches 
Instruments and indicator 

lights 
Steering capability 
Acceleration and breaking 
characteristics 



Slide projector, cassette tape 
player, screen, slides, and cas- 
sette 



a. Mirrors (rearview, pot lid, 

and side) 

b. Windshield wipers 

c. Tire pressure 

d. Gas and oil 

e. Doors^ latches and locks 

f. Gas tank location and clear- 

ance 

g. Loading and rear loading 

clearance 



k. 

1. 
ni 



D. Provide each trainee with Notice 76, Expanded Vehicle 
Safety Check. Review and discuss in relation to vehicle. 



ERiCKyr9'&"'2S42.B 



Ratio of instructors to trainees 
not to exceed 1 to 6 



Notice 76 



11-7, 9-24^1 



112 



312 (p* 14) 



Croft Orientotion csnd Skill Trolning 



POST OmCC DEPARTMENT 
CRAFT SKILLS TRAINING REQUIREMENTS 



Training '< For (Position) 
ld«n. No. 

) 

• j City Letter Carrier 


Skill or Topic 

Controlled Driving Instru(rtlon and Evaluation 


Basic Tima 


Instructor to bs (Position) 
Daslgnated Driver Instructor 


Typs of Appointrrsnt 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Postal and Seasonal Assistants (over 30 days) 


Ossig. and Act. Coda 

33-4 
43-4 
63-1 


Whsrs Should Traininf b« Conducted? 
DrlTlDf range 



Whan Should Training b9 Conductad? 



Before assignment to drive that particular type of vehicle. 



Points To Ba Covarad 



A. Allow each trainee to practice driving so as to become profi- 

cient in the following :; 

a. Smooth st()pping and knowledge of braking distance required 

for varying speeds 

b. Locating front and rear bumpers 

c. Maneuvering of vehicle for clearance on right and left sides 

d. Parking vehicle — backing and perpendicular 

B. Five-mile roadtest for evaluation of driver trainee 

*442 Left-hand drive 
444 Right-hand drive 
446 3*wheeled drive 

••Provide 2 hours Instruction and practice for right-hand- drive or three- 
wheel vehicles. Allow 40 minutes practice for left-hand-drive vehicle when 
trainee has received training on rlght-hand-drlve or three-wheel vehicle. 
If left-hand-drive truck Is used In Initial assignment, provide 2 hours prac- 
tice for that vehicle. 



Instructional Aids and 
Notas to Instructor 



One vehicle for two trainees 

The t^pe vehicle employee will be 
assigned to drive 



Ten to 15 traffic cones or pylons as 
re(iuired by course laj out 

Chalk for marking off stop lines 
and course problems 

Schematic of practice course 

Form 1543 



ERIC 



,»)rm 
16$ 



2542-B 
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Craft Ori'tntation and Skill Training: Clerk 
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320 CLERK CRAFT 

321 Clerk Craft Orientation Requirements 



raST OmCE DEPARTMafT 
CRAFT ORIENTATION REQUIREMENTS 



Training 
idan. No. 



200 



For (Position) 



Distribution Clerk 



Skill or Topic 



Duties and Responsibilitiee of Position 



Basic Tima 



25 min. 



Instructor to ba (Position) 

Tour Superintendent or 
General Foreman 



Wharo Should Training ba Conductad? 
Classroom or quiet area 



Typa of Appoirttmant 

Regular (Annual Rate) 
Regular ( Hourly Rate) 
Career Substitute 

Seasonal and Postal Assistant (over 30 days) 



Datig. and Act Coda 

11-0 
31-0 
41-0 
61-0 



Whtn Should Training ba Conductad? 



Second day in duty status and before assignment to job 



Points To Ba Covarad 



L Introduction and Relationship to Supervisor 

A. Necessity of obeying instructions 

B. , Acceptable behavior and decorum 

C. Duties of position 

D. Schedule assignment 

E. Hours of duty and days off 

II. Procedures to Follow When Unable to Report for Duty 
A. Telephone numbers— When to call 
Form 3971 (use) 

C. ATAL Program (Specifically related to this craft assign- 

ment) 

D. Annual and sick leave, LWOP, AWOL, other leave 

E. Machinery hazards 



ERIC 
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Instructional Aids and 
Notas to Instructor 



Job Description 



Form 3971 
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Craft Orientation and Skill Training: Clerk 



potr omcc otrAimiCNT 
CRAFT ORIENTATION REQUIREMENTS 



Training 
Idan. No. 

200 



For (Petition) 

Distribution Clerk 



SWil or Topic 

Safety Performance Standards Workroom 
Conduct 



Basic TIma 

30 mln. 



Inttructor to ba (Position) 

Supervisor or OJT Instructor 



Whara Should Training ba Conductad? 

Classroom or quiet area 



Typo of Appointmant 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Sea^nal and Postal Assistant (over 30 days) 



Daaig. and Act Coda 

11-0 
31-0 
41-0 
61-0 



Whan Should Training ba Conductad? 

Second day In duty status and before assignment to job 



Points To Ba Covarad 



A, Safety 

B. Safety kit (distribution clerk) 

Location of first aid unit 

D. Proper lifting 

E. , Show lifting film 

F. Proper clothing (no loose sleevcvS or necklaces worn around 

moving machiner} )— women wear shoes with low heels 

G. Workroom conduct (smoking, personal needs, personal effects, 

good housekeeping, caution against horseplay) 

H. Fire and emergency procedures peculiar to installation 



Instructional Aids and 
^kItas to instructor 



Distribution Clerk Safety Kit, 
Slides and Script 



16-mm-lifting film 



May IMS 



ERIC 
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ran- OPFICK DEnumKNT 
CRAFT ORIENTATION REQUIREMENTS 



Training 
td«n. No. 

200 


For (Potttfon) 
Distribution Clerk 


Skill or Topic 

Identifying Different Typeg and Cltaseg of Mail 


Basic TIma 

45 mlo> 


Inttructor to b% (Position) 
Sapervisar or OJT Instructor 

Wh«r« Sliould Training bo Conductod? 
Citjsroom or quiet area 


Typo of Appolntmont 

Regular (Annual Rate) 
Re^fular (Hourly Rate) 
Career Substltu^y 

Seasonai and Postal Assistant (over 30 days) 


Dotlg. and Act Coda 

11-0 
31-0 
41-0 
61-0 



Second day in duty status and before assignment to job 




Point* 10 Bo Covorad 


Instructional Aids and 
Notaa to instructor 


Classes of Mail and Airmail 


Classes of mail filmstrip 
Noticja 59 (hand out to each 
trainee) 


A. Special sen'i(5es 
Special (ielivery 


Charts or dummy specimens of 
various special servi(;e pieces 


Registered 




Certified 




Insured 




Collect on delivery 




Special handling 




Military mail (MOM, SAM, PAL) 




Customs 




Postage due 






roe Hm S543-A 



ERIC 
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Craft Orientation and Skill Training: Clerk 



ERIC 



Tralnins 
td«n NO. 

200 


For (Positton) 
Distribution Cleric 


SKill or Topic 

Distribution Proceduret 


Basic Tima 

80 min. 


Instructor to bo (Position) 
Superrisor or OJT Instructor 

Whoro Should Tiaining b« Conductad? 

Claasroom or quiet area 


Typa of Appofntmant 

Uoj?ular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Seasonal and Postal Assistant (over 30 days) 


Oasig. and Act Coda 

Xl-0 
31-0 
41-0 


Whan Should Training ba Conductad7 

Second day In duty status and before assignment to job 



KMT OFFICE DCfMrTMOIT 
CRAFT ORIENTATION REQUIREMENTS 



Points To Ba Covarad 



A. . lOiiiin film, (hitios of a distribu^^ion clerk 

B. Distribution activity (casing motion) 

C. Use of hands (importance of rhythm) 

D. Use of thuinl) nibl)er ( finger pads) 

E. Importance of speed and accuracy 

F. Explanation of case to which trainees will be initially assigned 

Loi'ation of se'^^*> rations in case 
Makeup of each separation 

G. . Bundle identification — Facing slips 

H. Tying mail (machine) ( where applicable) 

I. : Hand tying 

J. Banding mail (Use of rubber bands) 

K. Opening bundlas 
L. Rest bar use 



Instructional .'ids and 
Notas to Instructor 



16- mm film Distribution Clerk 
16-mm projector and screen 



Handout Case Diagram (Where 
not preprinted locally, use Form 
1620) 

POD Notice 91 



POD P<^ter 168 

Item 0--1152, Rubber band 

Item 0--317, Knife, ring type 



FDD t§4t^ 
May yfU 




n-9. 
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POST OFFICe nEMKTMCNT 
CRAFT ORIENTATION REQUIREMENTS 



Training 
id«n. No. 



200 



For (Potitton) 

Distribution Clerk 



*>m or Topic 

Tour of Assigned Installation 



Basic Timo 

40 min. 



Instructor to bm (Position) 

Supervisor or OJT Instructor 



Whtro Should Traininc bo Conductod? 

Assigned installation 



Typo of Appointmont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 

Seasonal and PosUl AssisUnt (over 30 days) 



Daolf. and Act Cedo 

11-0 
31-0 
41-0 
61-0 



Whan Should Tramtng ba Conductad? 

Second day in duty status and before assignment to job 



Points To Ba Covorad 



A. , Discuss diagram of facility 

B. Locations where work will be performed 

C. Sources of mail — receipt and dispatch points 

D. Flow of mail 

E. Fire exits and equipment 

F. Safety hazards 

G. Lunch, rest and locker rooms 

H. , Location of offices : 

Time section 

Tour superintendent 

I. First aid room 
J.: Scheme room 



instructional Aids and 
Notos to instructor 



Diagram of facility 



ERIC 
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Craft Ori«ntotien ond Skill Training: Cl«rk 



ton omct oEnumKNT 
CRAFT ORIENTATION REQUIREMENTS 



Trsininc 
Idtn.No. 

200 



For (PiMltion) 

Distribution Clerks appointed 
prior to insUllation of Craft 
Skill Training System 



SWIi or Topic 
Safety 



iRttructC' to bo (Position) 
Supervisor or OJT Instructor 



Whor» Should Troinli^ bo CofMfuctod? 
Clastroom or Quiet Area 



•oste Tlmo 

IVi hours 



Typ« of AppoNitmofit 

RefTular (Annual Rate) 
Re|<:ular (Hourly Rate) 
Career Substitute 



Whon Sliotild Traifiinc bo Conductod? 

Complete within three months after receipt of these requirements 



Deoif. MMf Act Cod* 



Points To Co\'MOd 



A. Safety kit (distribution clerk) 

B. Films, Hoiv to Lift Safely or A Weight Away and lifting 

demonstration 



C. Proper clothing (no loose sleeves or necklaces worn 
around moving machinery) 

Female employees required to wear shoes with heels of 
low or moderate height. Open toe shoes and sneakers 
are not suitable for wear on workroom floor. 

D. Workroom conduct (smoking, good housekeeping, cau- 
tion against horseplay) 

E. Fire and emergency procedures 



I n^ ruc tte wl Aids and 
Notoo to Inctniclor 



Distribution clerk safety kit, 
slides and script 

I6mm lifting film 

Utilize mailhandler to demon* 

strate proper lifting proce- 

dures 



f66 ^tm' 
t9M 
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322 Cterk Croft Skill Training Rtquircm«nta 






POST OmCC OCMUfMDfT 






CRAFT OMENTATION REQUWEMENTS 




Training 
ltf#n. No* 


For (Position) 


SMII or To^ 


■•tie Timo 


242.1 


Distribution Clerk 


Outgomg: Mail Preparation 


3 or 4 hours 




(Mixed Collection) 





Inttruetor to ko (Position) 

Supervisor or OJT Instructor 



VWiOfO SlioukI Traininc bo CoAduet«47 
Workroom floor 



Typs of Appolfitmont 

ReRrular (Annual Hate) 
Ref^ular (Hourly Rate) 
Career Substitute 

Seasonal and Postal Assistant (over 30 days) 



Dotif. an^ Act Co4o 

11-0 
3l«0 
41-0 



Whw SliouM Traimni bo Conductatf? 



One*half hour instruction before assignment; IMt hours close monitorinfc before independent assi^-nment; and I 
hour followup instruction during; next period of assignment 



Points To to Covaratf 



A. RecognizinfT machine cancelable vs. noncancelable mail 

Identifying classes and types of mail 

B. Meter breakup 



C. Fact ngr letter mail 

D. Traying 

E. Loading mails on ledges 

Job performance under close monitoring 



Instructional AMis and 
Notas to Instructor 



Where separate metered break- 
up unit is operated, provide 
1 hour additional skill train- 
ing in that operation 



ERIC 
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Mm IMS 



120 



Craft Orientation and Skill Training: Cicrfc 
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CRAFT SKIU miNINQ HEQOWtMEHTS 





For (PMKMl) 






H2.2 


DUtrtbution Clerk 


Ootfoisc Mmll Prepttrmtloo 








<luitul caactUDf) 





Superrtm or OJT Instxtsctor 



Workroott Boot 



RcgtiUr (Amaiial Rat«) 
RcfuUr (Hourly !Ut«) 
Career Subnitutt 



31-0 
41-0 



Before iadepe&4etit asticameot to perform baad ctacell^ dttUet 



Hand Cancel inp 

A. Sotirce of mail 

B. Rating: ditferent classes and ty|)es of mail 

C. Uses of scales 

D. Identifying different classesand types of mail 

E. Use of postmarking devices 

F. Change of postmark 

G. Disposition of mail after postmarking 

H. Prevention of damage in hand canceling 



^ 7«|i4e 

ERIC 121 
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Craft Oritfitation and Sktii Tn^Rg: Cterk 



dUFT SK»X TflAIMIHQ HCQUtKCMCfm 



242^ 



IHMribuUon Ctfrk 



OutKoinc Mail rrciicrfttioa 



■•tte Urn* 
1 koar 



I) 

Sttprrelwr at OJT Iiutructor 



WoHiroom 8oor 



RmUir (Animal IUt«) 
KinniUr (Hourly Rat«| 
t'arwr Sub«tltute 

S^mmmai ami iNMtai AaaifUnt lorer 90daya) 



n-0 

61-0 



Before liu)«pctid«tst ataisnmttit i*» operate the ca&ce)l»s machine 



^inli Ta Caw a t ad 



A. Machine Ha«K** A "cancrlin^ 

(^Imn^ni; die 

Tmitinrnt of short rn. nonshort letter 

B. Performinir minor «r rout ine nmintenanre tasks 
i\ Performance under close monitoring 



Hctat ta teMtfiiCiaf 



mm, l«M 
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POtT OmCI DEMIITMOfr 
CRAFT SKILL TRAINING REQUIREMENTS 


Tramtnc 

242.4 


For (Position) 
Distribution Clerk 


SMII or Topic 

Outgoing Mail Prepftration 

Facer Canceler, Edger-Stacker Operation 


••»io TImo 

lH-2hoani 
daiaroom — 
2 hour* oa*the-Job 



Inttructer to bo (Position) 

First Line Supervisor, Group Leader 
or Maintenance Technician 



Wfioro SbouM Training bo ConductodT 
Clasaroom and on-tbe-Job 



Typo of Appointmont 

Reffular (Annual Rat«) 
Rej^ular (Hourly Rate) 
Career Substitute 



Doslg. ofid Act Codo 

11-0 
31-^ 
41-0 



Whon Sbovid Training bo ConductodT 

Clas»room training must be completed before asoignment to operating facer-canceler. On-the-job training \» per* 

t'ortued when first assigned to the machine. 



Points To Ba Covorod 



Instructional Aids and 
Notes to Instructor 



Operation of Facer-Canceler and Edger-Stacker 
Classroom 

A. Machine "A" and Machine **B*' Operators 

1. Oi)erating machine controls 

2. Safety precautions 

3. Clearing jams 

B. Machine "A" Operator 

1. Operating controls for edger-stacker 

2. Stacking mail in the edger-stacker 

3. Removing nonniachineable mail 

4. Proper feeding of mail to the facer-canceler 

5. Operates facer-canceler-edger-stacker at the pre- 

SiTibed rate of SP 2-470 

C. Machine *'B*' Operator 

1.: Disposing of canceled mail and providing empty 
trays 

*2. Cleai-s jams and assists "\V* operator, as needed 
Xote: Mavblne "A*' and "B" operators interchange periodically 
On-the-job 

I).. Demonstrate the points listed under classroom training 

E. . Supervisor fills out Performance Evaluation for each op- 

erator 

F. Performance of routine or minor maintenance tasks 

(upon attaining performance standards prescribed for 
job) 



ia«y 19a 



Training Manual P-22; 35-mm 
filmstrip (S/ail Preparation 
Line); slide projector; 16-mm 
film (/idger-Starker) ; film pro- 
jector; handouts 

See above 



See above 



Actual equipment 
Performance Evaluation Form 
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CRAFT SKILL TRAINING REQUIREMENTS 


Traininc 
IdM. No. 

244.1 


For (Position) 

DUtrlbutioD Clerk 


SWIi or TofMc 

Outp>ing Primary Distribution (Letter) 


iosic Timo 

2 or 6 bouFM 



inttructer to bo (^iHlon) 

SaperrUor or OJT Instructor 



Whoro Should Troininc bo Conductod? 

Workroom floor 



Jyp9 of Appoifitmont 

ReRular (Annual Rate) 
i'am»r Substitute 

Seasonal and Postal Assistant (over ^ dajs) 



Dtols. Mid Act Cods 

11-0 
31-0 
41-0 
61-0 



WhM Should TrsHiinc bo Conductsd? 
*See note below 



l^inti To So Covofod 




A. Makeup of letter ilistrihiition case 

LcxMtioii of sepanition on rase 

Mail for ejioh separation 

Special delivery and other special holdouts 

B. Source of letter mail and recording of volume 

C. Use of rest bar 

D. Distribution of letter mail 

Distribution activity ( casing motion) 
Use of hands 
Importance of rh)'thm 
Importance of sj)eed and accuracy 

E. Distribution of letter mail under close monitoring 

F. . Sweeping letter cases 

G. Disposition of letter mail when separation is full 

H. Daubing ..!u ancoled stamps 

*Note:« // outgoing primary letter cate is initial flat or letter diitribution 
asttgnment :• 

Provide 6 bours tralnlnt: in above Items on outRoInic primary letter case 
as follows :• 

• }5>minute sroup instniction. and 

• 2% bours close monitoring before Independent assimunent to distri- 
bution, and 

• 3 bours folio wup instruction in two or more sessions during next 
two periods of assignment. 

// trainee hat received pretcrihed training in any other flat or letter 
diBtrtbution operation, provide 2 hours of training on above topics. 



Moy 19a 
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CRAFT SKILL TRAINiNG REQUIREMENTS 



Training 
ld«n No. 

244.2 


For (Petition) 
DlstrlbuUon Clerk 


SWItorTOfMC 

Outgoing Primary ntitrlbutlon (Flat*) 


Vooic Tlmo 

5 houn or 
2 bours 


Inttructof to b« (Potmofi) 

SupervUor or OJT Instructor 

Workroom floor 


Jfpm of Appolntmoiit 

Regular i Annual Ratel 
Hejfular ( Hourly Rate) 
t'am-r Substitute 

Sea.%uml antl I\>8tal Assistant (over 30 days) 


0«»<8, and Act Codo 

11-0 
31-0 
41-0 
01-0 



Whort StiouM Trotnmc bo Conductod? 
•See note htlow 



Mito To ao CovofOd 


Inttiuetlofiol Aldt ond 
Notos to inttructOf 


A. Makeup of flat (listribiition case 

I.<KMt iou of sepa ration on rase 

Mail for each *H»paration 

SpeoitU (leliveiy ami other sjuvial hoklonts 




B. Source of flat mail and recordinjr of vohnnc 




Distribution of flat mail 

Distribution activity (casing motion) 
Use of hands 
Innmrtance of rhythm 
Importance of speed and accuracy 




I). Distribution of flat mail under close inonitorhig 




K. Sweeping flat cases 




F. (^ise pull-dow n and tie-out 




(t. Disposition of flat mail when separation is full 




IL Use of dispatch s<'hedules 




I.' Daubing uni'aui'elcil stamps 




•Xote:* If oHtyoittg itrimary fiat case t$ initial fiat or Utter ^iatrtbutton 
a9$ignmvnt :< 

rroviile 5 hours trnlnintf in iib4>\e Items m outiriHUtC primary flat caw 
as follc)\vs:- 

• t5-mmute ^roup instruction, atttl 

• 2\ hours clo^ uonitonui; bof<ire in(lei)«;ni)eut assigument to distri- 
butii'u. (intt 

• J hotirs follow up in*«tr tuition in twa or more ^tessions during next 
two iteriiMlH of a^^^itnunent. 




// traipwe ha$ rcceiiv't prvarrthnt training in any other fiat or tetter 
dtstt ibutioH opvratwH. pro\ ule 2 hours of training on above topics. 
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CRAPr SKiU TKAININQ RCQUillEilCNTS 




aUN«rT«|rie 



•Mie TbM 



244.8 



DifttrlbuUoD Clerk 



Outgoing Priioarr Dlitributloii (Ptrcels) 



2 hoimi 



SoperriiDr or O JT Instructor 



Rei^Ur (ADQual Wktt) 
RWiUr (Hourly Rate) 
Carw Subatltutc 

ScMonal and PotUl AarisUat (orer 80 days) 



81-0 
41-^ 



Oat(f.af»dActCa^ 



Wfiara SNaiiM Tfalnlim aa OoMluettar 
Workro<MD floor 



Wtiaaat i a aM TrmtiiinaaaCamiuaNdr 

Before Uidepende&t aaaiftuneDt to thia apeclflc taak 



l^liita Te la Cavacaa 



Primary Pan^els (nonmechanized) 

A. Source of parcels and recording of volume 
K I-<ayout of secondary sepanitions 

C. Disposition of parcels after distribution 

D. Removal of damaged parcels 

E. Prevention of damage to mail in distribution 

F. Conveyor o|)eration, where applicable (controls and 

safety) 

G. Handling of outside parcels 

H. Recognition and handling of special handling, special de- 

livery, and first -class 

I. Obtaining and disposal of empty equipment 
J. Actual distribution under close monitoring 



M«v laia 



15 C 



Tt-1, y-i-at 
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Trainifig 



246.1 



CKAFT SKiU TtMNINQ RCQUIIIEMENTS 



Distribution Clerk 



Outgoing SeiH)naary Distribution (L«tt»i) 



Basic Tims 



5 hours <^ 
2-3 hoars 



Instruelsr to b» (f^NleA) 
Superrlsor or OJT Instructor 



Whtf« SlMuld Trslnkm tM CsnduetcdT 

Workroom floor 



Jfp9 of AppokitmMit 

RefUisr (Annus! Rate) 
Reguisr (Houriy Rste) 
Career Substitute 

Sessonsl snd Postal AsuisUnt (over 80 dayn) 



Dssig, Sfitf Act 094S 

11-0 
31-0 
41-0 
61-0 



mm ShsuM Trabiinf bs Csntfuctsd? 



*S«« note below 



PsiAts To M Covers^ 



A. Makeup of letter distribution case 

Iwiooarion of separation on case 

Mail for euoh separation 

Special delivery and other special lioldouts 

B. Source of letter mail 

C. Use of rest bar 

IX Distribution of letter 

Distribution activity (casing motion) 
Use of hands 
Importance of rhythm 
Importance of speed and accuracy 

E. Distribution of letter mail under close monitoring 

F. S\veer>ing lett^^r 

Case null -down and tie-out 
Bundle labeling 

G. Disposition of letter mail when separation is full 
II. Use of dispatch schedules 

I. Daubing imcanceled stamps 
J.: Tying or banding of mail 

•Note. // outgointj secondary letter cate i* initial flat or letter dittribution 
anngnment 

Provide 5 hours training in above items on outgoing secondsry ietter case 
un foiiows:< 

• 15-minute group instruction, and 

• 2%. hours cioKe monitoring before inder^endent assignment to distri- 
bution, and 

• 2 hours foliovvup instruction In two or more sessions ciuring next 
two periods of assignment 

// trainee ha$ received pretcribed training in any other flat or letter 
dittribution operation, provide 2 hours of training on above topics for 
(»ase« up to 49 separations. If over 49 separations, provide 3 hours of 
training. 



Inttmctleiisl Aidi and 
NolM to Instructor 



POD Notice 91 
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POST OmCI OtfARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 
Idtn. No. 

246.2 


For (Potitton) 

DlstrlbuUon Clerk 


SkHI or Topic 

OutRoing Se<»ondary Distribution (Flats) 


VmIo TImo 

R hoiiri or 
2 hours 



InttructOf to bo (Petition) 
8upcrTl»ar or OJT Instructor 



Whtro Sliouid Training bo Contfucttd? 

Workroom floor 



Typo of A|>pointmont 

Regular (Annual Rate) 
Regular i Hourly Rate) 
l aiit'i- Substitute 

Seasonal and Postal Assistant (over 30 days) 



PMig. MIg Act CodO 

11-0 
31-0 
41-0 
Cl-0 



Whon Should Trainmg bo Conductod? 
*See note below 



Points To Bo Covorod 



A. MakiMi{M^f tint (!istril)Uti()ii caso 

Ltx'nt i(Hi of reparation on case 

Mail forc^icli sc[)aration 

Special delivery and other spocial holdouts 

B. Soim'e of flat mail and recording of volume 

(\ Distribution of flat mail 

Distribution activity (casing motion) 
Use of handj; 
Importance of rhythm 
Importance of speed and accuracy 

D. Distribution of flat mail under close monitoring 

E. Sweeping flat cases 

F. Caso pull-down and tie-out 

(t. Disposition of flat mail when sepanition is full 
II.. I'se of dispatch s<'hedules 
I. Daubing uncanceleil stamps 
J.: Tying mail 

•X(»to.' // tuttijtjtmj svcomlaty flat amc it initmt fiat or Utter ttiatnbution 
astMitjnnn nt 

Provide hours trainiiig in alM)\e iteiJis <>u out»?i>ing se<'omlury dnt rase 
an follow iit< 

• ir>-miuute ^roup nistructiou. amt 

• 2\ hours close luouititrniK t^efore indei>eudeiit nssiKument to distri- 
bution, apul 

• 2 liours follow u| I iiKtructi<»n iji two or more .<se<sious during next 
two |H»riotU of assi»:uii)ent 

// tramee has rvcavvtl pntcnhril training in any other flat or letter 
dittt ibution operation. i>ro\ide 'J hours of traiuiuj: on iibove toj>ics. 



inotfucttonol Aldt ond 
Notoo to Instructor 
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POST OfnCC DEmmMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trtintnt 
ld«n No. 

246 S 


For (Position) 
Distribution Clerk 


Skill or Topic 

Outgoing Se^M)ndary Distribution and Dispatch 
(Parcels) 


Basic TIma 
3 boorfl 


Inttructpr to bo (Position) 

Supervisor and/or OJT Instructor 

Vytioro Should Trsh; nc b« Conducted? 

Workr(K>m floor 


Typo of Appolntmont 

Uegular (Ai.nunl Rate) 
Kejculnr < Hourly Uato) 
rjinMT Substitute 

Seasoual and Postal Assistant (over 30 days) 


Dotif. and Act. Codo 

11-0 
31-0 
41-0 
61-0 



Whon Should Training b« Conductod? 

T!ire<* hours before inde|>endent assignment to this specific task 



Points To B« Covsrsd 



Distribution of Pan els- -Seoondury (niechauized or noninecha- 
11 i zed) 

A. Source of par<»els and recording of volume 

From priiiiury 

By i>i\&s (lire(»t to secondary' 

B. Rack layout -labeling rack 

C. Hanging and pulling sacks 

1).. Dispatch 

Dispatch schechiles 

Making' st^paiations to and loading platform tnicks 
Dispatch down (himp holes 

E. Prevention of damage Uy mail and handling of damaged 
mail 

F*. Proper sacking 

Impoilnnce of observing maximum weight hmits 

G. Handling (»f outsi(U's 

H. . Recognition and handlingof (*( <Mjstoms, postage due, 

special delivery mail, special handling, certified and 
fiist -class 

I. Obtaining and disposiiijri^f tMiipty ecpiipment 
J. Weighingand re<^()rding \\(Mghts 

K. Actual dist rilMit ion under close inonitoriijg 



Instructional Aids and 
Notos to Instructor 



POO Form 2541-t 
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Craft Orientation and Skill Training: Clark 



CRAFT SKILL TUMNINQ REQUIHEMENTS 



Training 
248 


For (PMHIOfl) 

Distribution Clerk 


Outgoinc Mail Dispatch (Letters and FlaU) 


4 houra 


tnalruclBr to b« (^Moo) 
SuptrTlflor and/or OJT loi^ructor 

Whar* StMuNI TraWiIng ba Cwwluctadr 
Workroom floor 


Typa #f A^palfilmafvt 

ReSttlar (Annual Rmt«) 
Regular (Hourly Rate) 
Career Substitute 

Seaaonai and Poatal Aaststant (over 30 days) 


41-0 
61-0 



Whan Should Training ba Conductatf? 



B«f ora independent assiguscat to pouch axul diapatdi actiTltiaa 



Mute To Ba Cmcad 


MiolrMCliansI AMa and 
MMas to Miit'HQlaf 


A. Hanging and pulling sacks and pouches 




B. Following dispatch s^uence instructions 




C. Proper equipment for different types of mail (airlift, looae 
pack, sacks, pouches, locks, snap seals, rotary locks, num> 
Dered seals, and airmail) 




D. Labeling pouch and sack racks 




E. Reading pouch and sack labels 




F. Traying and container movement 




G. Loose packing letter mail 




H. Loading nutting trucks 




I. Dispatching sacks and pouches 




J. Weighing an 1 recording pouches 




K. Receipting, billing, and dispatching registered mail 




L. Bundle identification 


POD Notice 01 


M. Contact with transfer office and platform supervision 





M«r IMS 



TUl. 7*l-4f 
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CflAFT SKIU. TtAllilNQ RCQUIilCMCNTS 



Training 
I4#n. M#« 

2S2 



rof (f*0«ttfon) 
DlstrlbuUon Clerk 



tlUil wr T«#!c 

Incoming Mall Preparation 
(Transit Opening Unit) 



3 boors 



Inttrwdtr to b« (Potmen) 

Soperriaor or OJT Instructor 



ftimm tlwuii Trsming to CenAicM 
Workroom floor 



Regular (Annual Rate) 
Regular (Houriy Rate) 
Career Subgdtute 

Seaaonal and Pottal A«»ist«nt (over 30 days) 



Des^ and Act Cetfe 

11-0 
31-0 
41-0 
61-0 



Whto SHowM Training ka ConAictad? 



Tblrty minutes instruction before asei>cnment to this spedSc Usk. Two and one-half hours close toonltorlog before 
independent assignment to incoming opening operations 



MnlsTa M Covarad 



Inttrudlonal Aids and 
Nalaa to instructor 



A. Segregating sacks and containers : preferential, nonpreferen- 

tial, pa{)ers, letter circulars, etc. 

B. Identification and handling of presorted mail, bypass mail 

C. Placarding or identifying sacks of nonpreferential and trays 

of preferential mail as to time of receipt 

D. Opening— dumping — inspection of empty sacks 

E. Conveyor operation — where applicable 

F. Identification and disposition of bundles and single pieces as 

to ty{)e, classification, etc. 
SpMDcial delivery, registered 

G. . Traying or placing in work containers 

H. Preparing bundles for distribution 

Distribution of bundles into proper separations 

I. Disposalof empty equipment 

Sacks, lal>els, bands, string, wire, etc. 

J. Dis|M>sal of mail for further handling 

K., Disposal of mail bypassing further handling 

L. Movement of mail to work centers 

M. Actual |)erfonnance under close monitoring 
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Craft Orientation and Skill Training: Cl«rk 



MNT Office OIMIITMNT 
CHAFT SKILL TRAINIHG REQUiRCMCNTS 


t4m,Ho. 
254.1 


For (fotnion) 

DUtrlbutlon Clerk 


SWII or To»IC 

Inoominic Trimary nistrlbutlon (Letters) 


Soolo TiflMi 

2 hours or 
5 hours 



inttruetor to b« (MItlon) 

Supervisor or OJT Instructor 



Whtro Sliouici Tramiitg bo Cei>duct«d7 

Workroom floor 



Typo of Appodilniont 

Regular (Annual Rate) 
Regular (il<>urly Rate) 
fam»r Subsiitute 

Sens(»nnl and lNw»tal AssUtant (over 30 days) 



31-4) 
41-0 
61-0 



Wn«n SfMuld TrsMiinf bo Condoctod? 
•See note below 



POHits To Bo Covtrod 



Imlnictlonsi AWt «fid 
NotM to lottructor 



A. Use of rest bar 

B. Makeup of letter distribution case 

Locatiou of separation on case 

Mail for each separation 

Sl^eciul delivery and other special holdouts 

C. Source of letter mail 

I). Distribution of letter mail 

Distribution activity (casing motion) 
Use of hands 
Importjince of rhythm 
Importance of speed and accuracy 

K. Di>tril>uiii>n of letter mail under clt)se monitoring 

F, , Sweeping letter casi»s 

G. Caj<» pull-down and tie-<mt 

II.. l)i*spoMti<UH)f letter mail ulien separation is full 
I. Daiil)ing uiu anrt^letl '^tamp> 

•Note ' if nwofntti'j imat y (cttrr ragr nt uiitiat fiat or letter distribution 
assujHtm nt • 

ProvMie 5 liours traiiiintf iu :il»o\t' Items oii inoiminir |»riniary letter ca» 
as follows:* 

• i:t-mlnute group iustrui'tiotu (iHf/ 

• 2\ hours <'l«»s4» inotiitoring l>efon' iinleiK^iulriit n.<;MgumeQt to dUtri* 
tiutiou. uhfl 

• '2, hours follouup instiMu-tion in two or more sessions tltirln.r next 
livo iissijiiiuHMit |K»rio<N 

// tniinvp hitH n ri in'tl pn nrriM trntmng tn any otitrr flat or letter 
(tiittt'ibutwn oprtututn, proiiiU» l! hours of ti '»iuinK on above topics 
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fOtr OmCt DOMITMOfT 
CRAR SKILL TUMNIW RCQUIKMi^HTS 


254.2 


ror (Petition} 

Distribution Clerk 


SWtl or Topic 

ImH)Oiin«r Prlaaanr Distrllmtlon (Fl«ts) 


••tie Timo 

2 hoari t^r 
5 hours 



lAf^uclor to to (PotttSon) 

SupervUor or OJT Iniitructor 



Wliort mmM Trolftific bo Con^Mdotf? 

Workroom fioor 



Tjfpo of A^ipo^n^nont 

Re^lar (AuDual Rite) 
Regular < Hourly Rate) 
CartHT Substitute 

S^asimal rtiitl I»<Ktal Assistant (o^er 30 daya) 



DMlg. Olid Act Co«o 

li-0 
31-0 
41-0 
01-0 



WhoM WioyM Trominc bo Conductor? 

*See Dote below 



rotate To to Cmrod 



Ifwifuetlofiol AMt oni 

HOtOO to IflOtfVCtOf 



A. Makeup of flat distribution oase 

I^ation of separation on case 

Mail for each separation 

Special delivery and other si)ecial holdouts 

B. Source of flat mail 

Distribution of flat mail 

Distribution activity (casing motion) 
Use of hands 
Im|K)rtance of rhythm 
Iin|)ortance of &\yeed and accuracy 

I). Disti-ibutionof flat mail under close monitor ing 

K. Sweeping flat rases 

F. Disposition of flat niail \vlu>n sc>paration is full 
(r. Daubing uncanceled stamps 

•Xote:' // uivomint/ piunarif flat rnat initial /tat or Itttfr ftUtribution 
atHnjnuu Ht 

l*r<Ai(lo r> lii>ur> training in iilNivt' items on hui»ininK i^rlmary tlat cast* 
nn follow »<:' 

• l.' niiiiUto tfrotii) iuKtrm'tion. niul 

• 1\ hours rlosc> tiioiutorini; lioforc in<lo|)emlent assignment to <listri- 
bution. antl 

• 2 hours follow np instruction in two i»r more setisions <lurlnK next 
two |)^ri<KK of a««M}ninicnt. 

// trainee ha» netit't tf /»*m<ti7>m/ tratnnnj in any other ftat or letter 
ftiMtributtoi^ o;>f rut tun. i»r:(Vi(le 2 hours of training on above topic:;). 



ERLC 
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CrafI Oriwialion and SMit Traiiiii^ Owfc 



POST OfVICi DOMIMDfT 
CflAFT SXIU TUMNIMQ KCQUfUCMENTS 


2ftU 


DistrlbQtioD Ct^k 


iQcvmliif Primary DlMribotioa (ParceU) 


2hoiiri 



Suptrrlaor or O JT Instructor 



Workro<Hft toot 



R^Ur (A&outl lute) 
ReffUmt { Hourly Rate) 
Career Subatttute 

Seasonal and IVmiuI Ansittaiit (over 90 days) 



0«e%. AM Act ONto 

31-0 
41-0 
01-0 



Two lioiirs before indepeBde&t aarifnmtnt to tbia taak 



To ••GwvMi 



nmm n iMftrueier 



Primarj* Parcels (Xonnieclianized) 

A. Source of parcels 

B. layout of se^'ondar}* separations 

C. Dis|>osition of pam ls after distribution 

D. Keniovai of danuf^ed parcels 

£. Prevention of damage to mail in distribution 

F. Conveyor operation, where applicable (controls and 

safety) 

G. Treatment of special delivery, COD*s, insured, and first- 

class 

II. Actual distribution under close monitoring 



ERIC 
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CHAFT SKIU TflAIMINQ RCQUHICMCHT5 



l>uitrlbuU<m Clerk 



IiKMUiini; S<H^>mlary D^ntributioa and DiM^Atch 



Ntttnidtr t* is (^MWm) 

Su|iervl»>r or OJT Inrtructor 



WorknM>tt Sour 



'^*Hpi!ar lAnniml Hate) 
Ur^tlar (Hourly Riit^) 
r«r«rr SaUstitute 

S«*;i!«trtiu! ami t'oneal A^^ant (over 90 days) 




After trainee quaUAefl on lecondary adiexac, provide 30 minutes of Individual Instruction and IH boura dote i 
torlnf before tnde|>emlent a^«i€nment 



^liaAi To So Cavafv4 



A, Makeup of letter tiistribntionca^ 

f^N':it ioii of M»|)4i nit ion un case 

Mail foreurh separation 

Sj>ei-ial delivery and other special holdouts 

B, Souroe of letter mail 

<\. Distribution of letter mail 

Distribution activity (casing motion) 
Fseof hands 
Im|)ortance of rhythm 
Im|>ortanee of s{)eed and ami racy 

IK Distribution of letter mail underdose monitoring 

K. Suwpinjr letter crises 

F. ( aM> pull-down and tie-out 

il. f ^i>jH)>itiou of letter mail \viu>u M*paratio!i is full 

II. Di*^patrhof mail to carrier station 

I )aubiu|ir unt aneeted stamps 



JSr\ 



raw 
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Craft Ormla^ and SUN Trainifii: Ottfc 



PQ9f OMCt OCfMITIIDIf 
CtAfT SKHLl TftAIHIHQ RCQUHIiliCliTS 


2oa3 


ni«tributioii Clerk 


IiicoisiltiK StH^imUnr DistrihuUon and Plspatch 


2 hoan 



Sttperrl9<>r or OJT instructor 



WM«« tli9«4ld TraMing tm C n a MC l a 4T 

Workroom fioor 



Remilar ( Anntwl Rate) 
Itncular < IIotiriT Hate) 
raun»r Siihiititute 

S«*uhi»i»ji1 i\in\ INt^tal AKsifitant (over 30 daji») 



11-^ 
31-0 
41-0 
01-0 



WtMMi tH aM W TraMnag C<a < i i c <a< T 

After trainee (lunlifle^ tm seniixlary soheme. prorlUe 30 niiaqtea of individual itiatructioa and IH boura cloat 
loritiK l»«*f<»re litdetiendtnit n^itlgiiiuent 



T0 I 



MatM ta Inatvuctac 



A. Mukeupof fljit <listrilMiti<m case 

I^M'utioii of si»|Kinition cm oms^ 

Mail fortnu h «k»|>a ration 

»'^j)ei'iul <lelivery an<l otherspcrial lioldouts 

B. 8oun*eof rtai mail 

(\: I)i*<trilmti<Mi<>f Hat mail 

I)i<tribution artivity (casiujr motion) 
Fse of hands 
Ini|)ortaiire of rhythm 
Im|M>rtaiM'c of si^eod and accuracy 

I). Distrihiitionof flat mail un<!or dose monitoring 

K., Sweeping Hat <•a^^ 

F. l>is|M)siti<Hi<if flat mail when ^epa nit ion is full 
ii. ]>i^patch of mail to carrier station 
fl.: Daiihing nncaiicele<l stamps 



mmf iHa 



ERLC 
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raST OfFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 

Ititan. No. 



For (Position) 

Distribution Clerk 



Skill or Topic 



Iiu'oiuiiiK Sooondary Distributiou ami Dispatch 
( I'anTls) 



•mI« Ttfiio 

3 hours 



Instructor to b« (Position) 

Sui^erviair aud/or OJT Instructor 



Whoro Should Training Conductad? 

Workroom floor 



Typa of Appomtmant 

Regular (Annual Rate) 
Kejjular (Hourly Rate) 
(^areer Substitute 

Seasonal and I'ostal Assistant (over 30 days) 



Daalf. and Act C«tfa 

11-0 
31-0 
4t-0 
61-0 



Wban SiKHild Training ba Conductadf 

Three hours before lndei>endent assignment to this task 



Points To Ba Covarad 



Instructional Aids and 
Notas to Instructor 



Distribution r)f Purcols — Secondary (Meclianized or Xonniecli- 
anized) 

A. Sources of parcels :; 

From prinmry 

Bypass direct to se<^ondary 

Rack layout-labelin*^ rack 

C. nanpn«:and pullinjr sacks 

D, 1)1 patcli 

Separation to carrier lioldouts — liarnpers 

Dispatcliin^ hy routes to platform truck 

Conibininjr outsi(le> with stacks to carrier assi^inient 

Coinbininjr nninbored sacks in sack routing system ac- 
cording to volume 

K. Treatment f spei'ial deliverv. insured, certified and 

first-class 



fOO Hm 2542^ 



ERIC 
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Craft Orientation and Skill Training: Clerk 



ERIC 



rar orme omnTMOfr 

CRAFT SKILL TRAINING REQUIREMENTS 


Trainmi 
i<ton. No. 


For (Position) 

Distribution CliTk 


SliHi or Topic 

Schonu' Orioutatiou (Manual) 


Vatic TImo 

2 hours 



Inttructof to bo (Position) 

Instructor ami/or Designated Sui>er- 
visor 



Whoro Should Troininf bo Conductod? 

AH offices i^erforniins srhme thstri- 
biitlon. Clab»ruoui i^r quiet area. 



Typo of Appolntmont 



Regular (Annual Rate) 
Re$;ular (Hourly Rate) 
Career Substitute 



Dools. ond Act Codo 



11-0 
31-0 
41-0 



Whon Should Training bo Conductod? 

At all oflic*e.s i>erforming scheme ilistributioii — 2 hours 



Points To So Covorad 



Srhenio Orientation 

.v.: I )eHue t ypo^ of >rheines 

H. FAplain |»m[)o>ool*srliein(* 

(\ K(jtn|tment and ^iipplio^ I'or m Ihmik* >tn(ly 

I). I)i>rn>> prolii'UMU'v riM[tiin'nuMil>, >clieni(* oxaniinations and 
jol> poi'ionnjiiu e 

\\. Relationship of printed M-henie to •reofjraphiral antl delivery 
areas 

F. I)iM'n<> [)ro<rrani for reco^nitioii of >nperior performance 

( J., FAplanat ion ort*odln<r ^rhonie stinly curds 

I r. I )incmn^ tools of M'heine ^tudv and how thev are to he nsed : 
a. Mai) 

h. Praci ice cards 
c'. l^ractire ca>e 

d. B]a<*k])oard or paper and pencils 

I. : I)i^cn>s 'ft f'/uth/t/t ^ (^f Sr/icfftr Sffu/f/, POI) Puhlicatiou 



Instructional Aids and 
Notaa to Instructor 



Maps, practice cards, practice 
cases 

POD Publication 67 

Printed schemes for represented 

schemes 



P()I) Ptihlication 133 
(five a copy to each trainee 



May IfM 
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FOtT OFFICC DEMRTMCNr 
CRAFT SKILL TRAINING REQUIREMENTS 



TraintfM 
ItfM. No. 



For (fetittoii) 



Distribution Clerk 



$tail or Topic 



Sclieiiu' Tramlnj: (Mnnual) 



•osic Timo 

Not to 
exceed 28 hours 



tnttructor to l>o (Position) 

Instructor anU/oi' Deslgnateti Sujier' 
visor 



WtMro Should Traintnc bo Conductod? 

All offices iR^rformlug scheme (listri- 
but ion. Classroom or (iiiiet area. 



Typo of Appoifilmofit 

Ue^Milar (Annual Hate) 
Ko^ular (Hourly Rate) 
Cart»er Substitute 



OofliC. and Act Codo 

11-0 
31-0 
41-0 



Wb«n Slioutd Traininc bo Conductod? 



\t office whore ou-the-rhH'k scheme training is niithorizeil 



Potnto To Covorod 



Inttructtonol Aids and 
Notos to Instructor 



ScluMHC Training Pim^edure 

A. Ditfereiitiato lK»t\MMMi on-tlie chx-k hclienie training; and off- 
the-cl(M'k scheme stiuly 

H. Discuss lesson ^tudy plans which are prepared for each 
M'hcnio for u>e (hu-in<r each on-the-cKx'k scheme trainuig 
period 

(\, Schedule for scheme trainin<r 

I). Lesson study phins: 

a. Dividing scheme into minor components — streets, 
a\ennes, biiiUling^s, sectional center facilities, asso- 
ciated otiices,etc. 
1>. Ml iiiorizin«^ locations and sequencing of minor com- 
ponents 

c. Association of minor components or portions to scheme 

(leli\ery unit 

d. I)istril)ut ion or practice cards 

e. Blackboard or paper and pencil exercises 

f. Asj?if;nnient'^ for home study 

ft., Prop'ess testing and recor<i keeping 

^Training Identification Numbers 

U()4 Outgoing 

'ZVA.l Outgoing Primary 

204.2 Outgoing Secondary 

2GC Incoming 

260.1 Incoming Trimary 

262.2 Incoming Secondary 



Sciiedule on blackboard or chart 
lesson plan for each scheme and 
for each on-the-clock training 
period 



rOO Form 
Moy 19a 
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Craft Orientation and Skill Training: Clerk 



Tftifiing 


For (Potttion) 


SWII or Topic 


■atte Tkno 


tdM. No. 








2W.1 


Distribution Clerk (Machine) 


Letter Sorter Machine Operation 








(Outgoing Primary Scheme) 


See 322 (p. 24) 



KMT OFnCC OCMRTIiDIT 
CMrr SKILL TRAINING REQUIREMENTS 



Inttniclor to bo (Potitton) 

First tine Supervisor- 
tribution Instructor 



Machine Dis- 



Whoro Hiould Tra>«*'nf too Conductod? 

Training classroom 



Typo of Appolntmont 

Uef^lar (Annual Rate) 
Regular ( Hourly Rate) 
Career Substitute 



Ottlf. ond Act Codo 

11-0 
31-0 
41-0 



WHofi Should Tniininc bo Conductod? 

Start group 14 weeks before being assigned to machine 



Points To io Covtrod 


Inotructionol Aids ond 
Notos to Instructor 


I. Outgoin^^ Primary Scheme* 

A. KquipnuMit ami supplieb 

B. Orientation forpoheme 

1, Explain scheme code number assignment 

2. Explain lesson study plan 

'\. Explain speed and accuracy requirements for instan- 
taneous recofjnition 
4. Testing procetlure for each lesson 
.t. ( t)ding S(Mieme study cards 
r>. Iiidi\ idnal Ti-aiuin^jr l{e<'onK Form 
7. Daily record slip 

SrluMue study proceduiv 
1. Indi\ idual .study 
li., Companion practice 
'A. In.^tructoi- test lu^ for oa('h lesson 
4.. I)c\elopin«r rapid reco^ruition 

I)aily record slip 
t>. Entries on Form 243S 
7.: Enti'ieson pr()<rress(^liart 
♦Thi«; IS a lu-vv srhoiiio. <le\ol(>i>od si>ociaUy for the LSM. and scheme 
tramln^ is oii-tho rlork. sfartiii;; from 'S('rat«'!i '* 

ir. Othi'p Srhctiu's- Iuconiin<r Prunary. Incc)min*; Secondary, 
or StMte . ( 'o\ cr Aica "A" and ''IV ahove 

ScluMiu^ ti'ai!Hii<r foi- otlici* si-luMiie^ will Ise ^nven as plans are 
iii.idi' to put (hc!n on tlu' ESM. ['\MalI\ the incoming primary is 
the «sr«-(>i)d x-liomp ^< hcdulcd foi* the ES.M. and M'henu^ ti-ainin^ 
for in--tanta!icoMs rcn»irM!tion will stait when the keyl)t)ard 
opciafnr i> ahvad\ workman)!! th(» LS.M. Tlu^ trainee shoultl have 
a li\ete<urd for the nicommir and State s(-hoiues l>efoi-e starting; 
N<'h(Miic rmniiii^^ for instantaneous recognition.. 


Scheme, one per trainee 
I^son study plan 
Scheme cards 

Individual Training Record, 

Form 2548 
Progress chart 

Daily Record Slip, Form 2438 
P-24, Oi)erator Training Manual 
for Multiposition Letter Sort- 
ing Machine 
Scheme 

I^esson study plan 
Scheme cards 

Daily Record Slip, Form 2438 
P~24, Operator Training Manual 
for Alultiposition I^etter Sort- 
ing Machine 

Daily Record Slip, Form 2438 
Scheme cards 

Stopwatch or clock for rapid rec- 
ognition 

P--24, Operator Training Mamial 
for Multiposition T^etter Sort- 
ing Machine 



POO form 2542.S 
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fOSf OfFICC OCMRIIKNT 
CRAR SKILL TRAINING REQUIREMENTS 


Kten. No. 

2162 


For (PDtltlofi) 

Distribution Clerk 


SlUII or Topic 

Lot tor Sortor Much 1 no Opo ration 
i Scheme Numbers and Keying) 


■•sic TImo 

See 322 (p. 24) 



ifittmdor to bo (fOsKtoo) 

First Line Supervlsor- 
tribution Instructor 



-Maehine Dis- 



Wh«ro SiMHild TroinkMi bo Conductod? 

Train IniT classroom 



Typo of App o4 n tm o n t 

Ucf^ular (Annual Rate) 
Regular (Hourly Kate) 
Career Sul>stitute 



Dotig. and AetCotfo 

11-0 
31-0 
41-0 



SliouM Treinmc bo Conductod7 

Start group 14 weeks before being assigned to machine 



Mnte To Bo Covorod 


InotructkMial Aids and 
Notot to Ifittnictor 


Numbers Assigned to Outgoing iiiul Inconiiiig Primary Scheme 

A. E(iui|)ineiit and Mippliob 

B. Orientation for keyboard 

1. Explain operations of trainin^^ console 

2. Explain operation of DETEX 

3., Explain keyboard :ind how to make !i umbers 

4.. Console power otf — leai'ii basic numbers. Instructors 

call nuinlHM-s — traiiiecs key numbers as called 
/). Demonstrate .startin|i,% stopping, loading, and keying 

on (lie training console 

( *. Kcyl>oard nniulK»r training procedure 

1,: Trainee loads feed table with numbers lesson cards 

2., Starts console 

3., Key numbers as presented 

4. Learn rhythm — when to depress keys 

,.*>. Rerun errors 

t). Repeat pnH'edures 1 through 5 
7.: Record niiniber of errors on daily record slip 
s. Alternate an prartice keyboard after two nnis of a 
lesson 

iK, .Vdvance to next lesson when accuracy is met 

Repeat ea<-h lesson as ahove at rate of .'^5 cards per 
minute until all number^ have been learned 


Trainiag consoles equipped with 

DETEX 
Practice keyboards 
Keyboard number chart 
Keyboard number lesson plan 
DETEX card number decks 
Individual Training Record, 

Form 2548 
Progress chart 
Daily record slip 

P~24, Oi>erator Training Manual 
for Multiposition Letter Sort- 
ing Machine 

Training console 
Practice keylmrd 
Keyboard chart 

Training console 
Piuctice keyboard 
DETEX card decks 
Keyboard chiirfc 
Daily record slip 



rOO Form 2541-t 
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Craft Orienutinn and Skill Training: Clerk 



POST OmCC KMITMDfr 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 
IdM. No. 

2163 


For (PotitiOA) 

Distribution Clerk 

♦ Marhint') 


Skill or Topic 

Letter Sorter Machine Or>emtion 
< Keying Outj;i^ing rrimary Soheme) 


Baiic Tlm« 

See 322 (p. 24) 



Inttructor to bo (Position) 

First Line Suiiervisur— Machine Dis- 
tribution Instructor 



Whoro Should Training bo Conductod? 

Training classroom 



Typo of Appointmont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 



Doaig. and Act Coda 

11-0 
31-0 
4X-0 



Whan Should Training bo Conductod? 

After phase 1 and 2 are ci»mpleteil (scheme and keyboard number training) 



Points To Ba Covorod 



Outgoinir Priiimry Scheme 

A. KciuipmiMit and snpplu»> 



i. Trainee \otuU feed taMc with addressed DETEX 

cards 
1^. Starts ('()!W)h» 

'^. Kevb ad(h ess>ed cards us presented 
4. Keys in rhythm at desi^iated speed 
Kernn errors 

Rep. A pnxechires 1 throntyhTi 
Record mi m her of errors on daily record slip 
Alternate on practicH* keyboard after two runs of i\ 
a leN-^on 

Ad\ance to next Ksson wlien criteria accuracy is met 
hu rease speed hy five hMtei-s-per-ininnte aseiir*h total 
re\ lew lesion is passed until criteria of r>()-per- 
minute at !>S percent accuracy is attained 



7." 



Instructional Aids and 
Notot to Instructor 



Training console with DETEX 
Pmctice keyboards 
Scheme lesson plan 
DETEX card scheme decks 
Individual Training Record, 

Form 2548 
Progress chart 
Daily record slip 
Training manual 

Training console 
Practice keyboard 
DETEX cai;d decks 
Progress chart 
Daily record slip 



fOD fmm 2M24 
May 19M 
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Craft Orientation and Skill Training: Clerk 



POCT OVnCC DCf ARTMEIir 
CRAFT SKILL TffiAlNING REQUIREMENTS 



Trtiniflg 

ld«n. No. 

218.1 


For (PotHtoa) 

Parcel Sorter I)lstrlbutor 
(Machine) 


SMI! or Topic 

Parcel Sorter Machine Operation (Introduction) 


totic Timo 

1 hour 


Inttructer to b« (Position) 

Training Officer and/or Superrisor 
Instructor 

Whoro SHouM Trslnint bo Conductod? 
CliMroom 


Typo of Appolntmont 

Re^ilar (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 


Dotif. and Act Codo 

11-0 
31-0 
41-0 



Whon Should Troining bo Conductod? 



First day of training 



Points To Bo Covorod 



Parcel St>rter Training Iiit nHhu t ion for Operator Trainees 

A. Welcome niul iiitrodiK-tion to tnuninji^ personnel 
li. DesiTiption of the parcel sorter 

(\ Duties of the operator, facer, and panel control operator 
1), Training critei'ia for eat h scheme. Speed and accuracy 

requirements 
K. Three phase.^of trainhig 

F, Testing; pnMvdure to obtain I^vel (> 

\otc: Thin i)rt»ce<lure for on-the-job testing to meet criteria is 
in the process of development. 

G. Que.stion and answer period on the training program 



instructtonol Aids ond 
Notoo to Instructor 



Film Parcel Sorter Operations; 
Training manual; Handouts; 
P,S. training device 



fOO Form 




Craft Orientation and Skill Training: Clerk 
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raer omcc ocnuiTMOfr 

CRAFT SKILL TRAINING REQUIREMENTS 


Traintnc 
IdM. No. 

218.2 


For (Position) 

Tarfol Sorter I)istributt»r 
i MucbimO 


SMII or Topic 

rnrcel Sorter Machine Operation 
(Sohome Training) 


Botio TImo 

See 323 (p<20) 


Inttnictor to b« (^tKlon) 

First Line Supervisor or Oi>erator- 
Instructor 

Yihfm SheuM Trtintng bm Con(luct«47 

Scheme 
Clasaroom 


Typo of Appokitmont 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 


Dooif. anil Act Codo 

11-0 
31-0 
41--0 



Vrtion $lNHiid Training bo Conductor? 

For outgoing Prlmnry, start 1 ^-2 months before assl^ment to parcel sorter 

For Imt>ming Trlinary. start training 2^^ months before scheduled assignment to parcel sorter 



Point* To Covarod 



Inatnjctlonal Akte and 
Notat to Inatnictor 



L Outgoing Soheme 

.v.. P^quipnieiil and supplies 



H. Kxi)hiiiiiti()ii of scheme 

1. Xunil)erof new items daily 

2. Speed jind iiccumcy requirements for instantaneous 

recognition 

(\ Procodui-e for learning .scheme 
1.. Priu'tice on nn individual basis 

2. (^ompanion practicing 

3. Testing for each lesson 

IT.: Incoming Scheme 

Xotc: Trainee should generally have a live scheme record before starting 
parcel sorter incoming .scheme training. 

Areas covered in the inconrng scheme training are the same as 
for the outgoing schenie. The orientation will l)e given only once, 
usually during the trainees' first session. 

III. Mi.xed scheme 

Outgoiug primary and in<*oming primary combined 



Scheme cards; Wall progress 
chart; Daily record; Individual 
Training Record, Form 2548, 
lesson plan 

Outgoing scheme; P.S. Training 
Alanual 



Scheme study cards ; Daily record ; 
Individual Training Record, 
Form 2548; Wall progress 
chart; Handouts; Lesson plan 



ERLC 
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fhaM 2 — K«ytKMrd NumlMr Triioing 



TOST OmCC MPMITMINT 
CRAFT SKILL THAINING REQUIHEMEMTS 



Tcalnifif 

218.3 


for (fof Kion) 

ran*i'l .S(»rttT lM*»tnl»utor 
i Madutu* ) 


SiOII or Topic 

I'un'cl Stirtor Matiiino OiK^ratlon 
{ Siiieiue Nuttlbcr^i anU Keylu(() 


•Mic Timo 
10 hour! 


Inttnictor to bm (ro«Mon) 

First Line .Sui>ervi»>r or i)jwrntor> 
In^ructor 

Wh«r« flieuld TraMiiftg Conducttd? 

Cl&Mroom 


Typo of Appointmofit 

Ue{;ular (Annual Uate) 
Uc^^ulnr (Hourly Uate) 
Career Substitute 


Oooig. and Act Coao 

11-0 
31-0 
•il-0 



Whon SItouid Traininc bo '^onductodf 



Starts simultaneously with scheme traiuine 



Point* To lo Covofod 


Inttructionot Aidt tnd 
Netoo to tnstmctor 


A. K<[iiii>iniMit and Mipplios 

H, Kx|,!unoti()n of pairol muIit training device 
1.. Starting and stoppinjr 
2. S|)eed .selector switch 
I). Counters 

4. Record of erroi^s 

5. 0|)eratinjr keyboard 
(). Projector 

XuniIhm s tianiiu^r prcM Cilurc 
1. XuuiIhM's to he learned 

'2. Fa^ssoii plan- -dexterity lirill: reviewing procedure: new 
iunnl>ers drill 
Speed and accuracy re([uirenieiits 
4. Recordini^ it>sults " 


Parcel sorter training device; 
KeylxKiiil guide; AVall chart; 
Daily Record, Form *24;5S; lies- 
son plan; Appropriate film- 
strips: P.S. Training Manual 

Training device 

r^esson plan; training device, etc. 
Sec above. 
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POST On^lCS OCMWTMDfT 

chaft skiu thaining requiucmcnts 


Traintnc 

218.4 


for (Pottttoa) 

Parcel Sorter Pistrlbutor 
fMfichme) 


SlUif or T«9ic 

Tarcel Sorter Machine 0!>erttlon 
(Keyini? Schemes) 


■Mfe Tim* 

See 323 (p. 29) 



InttnidBr to ko (Posmon) 

First Line Supervisor or Opemtor- 
Instructor 



Whofo Sho*ild Tralnifit bo Conduetod? 

CtaMroom 



Typo of A^polntiDont 

Reguiar (Annual Hate) 
Retniiar (Hourly Rat«) 
Career Substitute 



Dosis. MHI AeL Cwlo 

11-4) 
31-0 
41-0 



WHon ShouM Train (fvi bo Contfuctod? 

After completion of Phase 1* scheme training, and Phase 2, kejboard number tmlninc 



^iiits To to Cevorod 



Notes to inttnidor 





A.. Eqnipiiient ami supplies 



B. Kevir^ st'heme traininpf procedure 

1. Xuinber of lessons and nnniber of items for each lesson 

2. Review lessons 

3. Speed and accnracy requirements for initial covering of 

scheme items 

4. Final s|>eed and accuracy requirements in training (50 

per minute at 98 percent accuracy) 

5. Procedure for keying lessons 

6. Requirements for passing each lesson 

7. Overcoming s})ee<.l and accuracy plateaus 



Parcel sorter training device ; 
Wall chart ; Daily Record, 
Form 2438 ; Lesson plan ; Ap- 
propriate filmstrips; P.S. Train- 
ing Manual 

Training device ; Lesson plan, 
etc. See above 
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Craft OritntotkM) and Skill Traininf: Maiihandlcr 
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330 MAILHANDLER CRAFT 

331 Maiihandltr Craft Ori«ntation Raquirtmmte 



CHATT ORIENTATKm IIIQUIilCMCMTS 


390 


Mailhandler 


R«spo&8ibiUUe« atid DuUtt of PoclUon 


10 min. 



Sup^triftor or Group Le«der 



CUmoom, quiet area, or work area 



Regular (Annual Rate) 
Regular < Hourly Rate) 
Career SubfUtute 



l»-0 
32-0 
42*0 



^^eoottd da}r in duty «tatu» and before aMifument to job 



WDM T« &• CMr«4 



N«(M to Initfwcstr 



ERIC 



A. Intro<luotion luul relationship losti|M*rvisor 

B. Intro<luotion imil rohitionship tofjro"I> leader 
(\ Xe<'essityof following instructions 

I). Acceptable conduct 

E. Schedule «issi>rninent : 

Hours of dutv 
Days off 

Personal api)eiinince 

F. Workroom con<hict (Ooo<l hotisekeepin/a:, smoking: rfpiila- 

tions, |>ersi>nal nee<ls, ))ersonal effwts, relationship with 
other Hnployei^s, caution apunst Iiorseplay) 
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ton (MTMC OCFMIMCKT 
CRAFT ORIENTATION REQUIREMENTS 



220 


f9f (^tm>n) 

MaUhandler 


R«siK>asibUiU«a and DuUm of PoaiUon 


25 mia. 


tinUf 'MiHii U to O^tMM) 
Qruttp Vta^er or SupenrUor 

CUMruoni. (]uin «n*«. or \%oric are* 


R^Ur 1 Annual Rate) 
Reinilar (Hourijr Rateji 
Caretr 8ubdUtut« 


Dtaif. Mid Act Oati 

32-0 
42-0 



Second (iftr in duty statiu and before* aitlxnment to job 



^»ilits To to Cm«ra4 



Duties of Position 

A. Londiii^ aiul lukloadin^ nuiii 
H. Tninsfi»r of inai! 

Pivpariii^r inaii for (list riluit ion 

I)i-»j«itfliinjr itiai! 
K. Pn>tivtio!u>f mail fnmulaiuujr^slo&sorth^ft 
F.. Film /hit it s of thr MiiU llniulh r 



N«tM la Inttnidar 



Job descripticHi 



Duties of the Mail Handler — 
16-mm film, ptx>joctor and screen 
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Craft Orientation and Skill Training: Mailhandler 
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Training 


For (Position) 


Skill or Topic 


Basic Tlma 


Idtn No. 






220 


Mailhaudler 


Procedures to Follow When Unable to Reiwrt for 


15 min. 






Duty 





POST OfFICE DEPARTMENT 
CRAFT ORIENTATION REQUIREMENTS 



instructor to ba (Position) 

Supenlsor 



Whara Should Training ba Conductad? 

Classroom or quiet area 



Typa of Appointmant 

Regular (Annual Rate) 
Rej;ular (Hourly Rate) 
Career Substitute 



Oastg. and Act Coda 

12-0 
32-0 
42-0 



Mban Should Trainnc ba Conductad? 

fonil day in duty status and before assignment to job 



Points To Ba Covatad 



Instructional Aids and 
Notas to Instructor 



A. Telephone imnil)erh — wlien to call 
R X>of Fonii:V,)7I 

C. ATAL pronrrain, aiinuul and ^ick leave, AWOP, AWOL 
(Sperifit'ally related to this era ft assi^inient) 



Form 3D7I 





rOO Form 



^ n-2, 7-1-W 
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rasT omcc ocPAinriKNr 
CRAFT ORIENTATION REQUIREMENTS 



Training 
Idtn No 

220 


For (Position) 

MailhaiuUer 


Skill or Topic 

Safety and Kmerpeuey I'roeetlures 


Basic Tima 

45 min. 


Instructor to b% (Position) 

Sujiervisor and 'or Gn>ui> Leader 

Whtrt Shoutd Trammc bt Conductad? 

Classroom, quiet area, or work area 


Typo of Appotfitmont 

Iti'milar (Annual Kate) 
Uei^ular i Hourly Kato) 
Career Substitute 


Dasif. and An. Coda 

12-0 
32-0 
42-0 



Whtn Should Training t>« Conducted? 



Second day in duty status and l)eft)re assi^ment to job 



Points To Ba Covarad 



Safety Kit ( .\f:iilliauiiler) 

I'l. Ma« liiiir liaz:ir<U 

< PftijKT rlothinsr 

Xi't klai i*-*, tii'>, aihl Ii><m» >leev(»-, piohihited aioiiiul 
nun iiiir luariiiih i*v 

FrinaU* iMn|>Iov(r< mjuinMl to weai* -^lujes wiHi heels 
i*i niodcfaie lu»iirlir 

! ). < onert iMetli(MUr>t' MH>\-,ni5 irnrnev-- and iiutriii^rtnifk^ 

K. Kite .mil iMa«Mirein*\ jirrMfMhtrr^ 



Instructional Aids and 
Notas to Instructor 



Film slides and script 

l<)-inin jMojectoi ,, scieen, and lilni 
IIov to Lift Siffehj 



rOO ftm 2S43-A 
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Craft Orientation and Skill Training: Mailhandler 
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rasr OFFICE DEMRTMENT 
CRAFT ORIENTATION REQUIREMENTS 


Training 
ld«n. No. 

220 


For (Position) 

Mailhandler 


Skill or Topic 

Identifying Tyiws and Categories of Mail 


Basic Tima 

30 mlu. 



Instructor to ba (Positton) 

Super^iso^ and/or Group Leader 



Whara Should Training ba Conductad? 

Classr<)om or quiet area and work-- 
room tloor 



Typa of Appointmant 

Regular • Annual Kate) 
Uegular (Hourly Kate) 
Career Substitute 



Oasig. and Act Coda 

12-0 
32-0 
42-0 



Whan Should Training ba Conductad? 

Second day in duty status and before assignment to job 



PDints To da Covarad 



Iclentifi^-ation of, and TreatmoiU AtTonled ; 

\, Fir>t-( la^> mail : 

I>(>4al — Nonlocal 
Nfetered — Strtiuped 

l\. Se« <)n(l-rla,s.s iiuiil: 

i>aily iu»u >|>a|>eis 

i\ Tlunl-i lass mail : 

Lo<'al 
Xon local 

I^ulk inail—recocrnltion of, and clearance procedures 

n.. Special Imndliuc; 

K.. F(>u^lh-cla^^ mail:, 

OrdiiKi ry 

Spe4 ial iKuidlintr 

Fy Special delivery 

(J, (Vrtified 

II. Kefri'^twd 

1. ( ollect on delivery 

J. Militar\ mad 

K., ( '^Ntonl^ 

li. Po>ta«re due 



Instructional Aids and 
Notas to instructor 



:ir)-iuin film.strip and projector. 
Glasses of Mail 



Specimens of the different classes 
and types of mail 




331 (p. 6) 



rosT omcc ocpAimKHr 
CRAFT ORIENTATION REQUIREMENTS 



Tramins 
ld«n. No. 

220 


For (Position) 

MatlhniuUor 


Skill or Topic 

Tour of Assigned Installation 


Basic Tima 

40nun 


Instructor to b« (Position) 

Suiiervisor or OJT Iiistnu'tt»r 

Wh«r« Should Training b« Conductad? 

Asjsigiieil installatiuii 


Typo of Appointmont 

Regular 

Regular (Hourly Rate) 
Career Substitute 


Dosig. and Act Codo 

32-0 
42-0 



Whtn Should Training ba Conducted? 



StHxmd ihiy in duty status ami before assignment to job 



Points To Ba Covarad 



A. l)is<'Usv; (|i:i«rnniM>f f:»rtlity 

U. Loi'ations wheiv work will l>e piM-foriiiiHl 

( \ Sounvs of iniiil -recei[>t uiid <li^p:iU'!i points clearance section 

I). Flow of mail 

K. Fiiv exits aiul (M|uipnu>nt 

F.> SatVty !i:\zanU 

< T., S\vin<r» hiiirli au<l locker rooms 

II.. Location of otlit -Ob 

Time section 

Tour Ml peri II ten( lent 

I. FirM aid nM>ni 



Instructional Aids and 
Notas to Instructor 



Diaf^ani of facility 



POO Um 2S42-A 
May 19M 

Tl-a. 
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Craft OrientoHon and Skill Training: Mailhandler 
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POST OFFICE DEPARTMENT 
CRAFT ORIENTATION REQUIREMENTS 


Training 
liton. No. 

220 


For (Potition) 

Mailhandlers appointed prior 
to installation of Craft Skill 
Training System 


Skill or Topic 

Safety and Emergency Procedures 


Basic Tima 

l^^ hours 



Instructor to ba (Position) 
Supervisor and /or Group Leader 



Whara Should Training ba Conductad? 

Classroom, quiet area, or work area 



Typa of Appointmant 

Regular (Annual Rate) 
Regular (Hourly Rate) 
Career Substitute 



Dasig. and Act. Coda 

12-0 
32-0 
42-0 



Whan Should Training be Conducted? 

Complf' vithin three months after receipt of these requirements 



Points To Ba Covered 



A. Films, How to Lift Safely or A Weight Aivay 



B. Machine hazards 

C. Proper clothing 

Necklaces, ties, and loose sleeves prohibited around mov- 
ing machinery 

Female employees required to wear shoes with heels of 
low or moderate height. Open toe shoes and sneakers 
are not suitable for wear on workroom floor 

D. . Correct methods of moving gurneys and nutting trucks 

E. Fire and emergency procedures 
P., Safety slide kit for mailhandlers 



Instructional Aids and 
Notes to Instructor 



16mm projector, screen, and 
films, Hoiv to Lift Safely or 
A Weight Aivay 

Utilize mailhandler to demon- 
strate proper lifting of sacks 
and pouches 



Mailhandler safety kit — slides 
and script 



ERIC 
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Craft Orientation and Skill Training: Mailhandler 



332 (p. 1) 




332 Mailhandler Skill Training Requirements 
^ 



Trtlnini 


For (Position} 


Sklil or Topic 


Basic Tims 


itfM. No. 








242.1 


Mailhaudler 


Outgoing Mail Preparation (Mixed Collection) 


3:30 



> 



POST OFFICE OCf ARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



InstnictOf to bs (Positton) 

Supervisor and/oy G roup Leader 



Whoro Slwuld Training bo Conductod? 

Workroom floor 



Typo of Appointmant 

Re^lar 

Regular (Hourly Rate) 
Career Substitute 



Dsflig. and Act. Coda 

12-0 
32-0 
42-0 



Whon Should Training b« Conductad? 

Provide '2 hour instruction before assitoiraent, IV2 liour close monitoring before independent assignment, and IVi 
liour folio., up instruct lull iluring next i)eriod of assignment 



Points To Ba Covarad 



Instructional Aids and 
Notas to Instructor 



A. Se^jregating^and (liun pi lip: collect ion ii^^iil 

Reading: poiicli iim\ fuick labels 

Disposal of empty equipment 

Actual (lumping under close monitoring 

B. (\illiiit; ( mixed collection mails) 

Llent i fying classes and types of mails 
Wuhdniw Jig Inn idles 

Dis|x)sition of identified bundles — local, out-of-town 
Separating noniniu-liineable mail from cancelable mail 
Disposition of n on macliine- cancel able mail 
Actual culling under close monitoring 

(\ Facing mail ( where applicable) 

Actual facing under clo.se monitoring 



ERIC 
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Craft Skill Training Requirements: Mailhandler 



l*OST OmCE DCf AimiCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Traifiins 
ld«fi. No. 



242.3 



For (Position) 



Mniliinndler 



Skill or Topic 



Outgoing Mail Preparation 
(Class A Machine-Canceling) 



Basic Timo 



1 hour 



Instructor to b« (Position) 

Siii)orvisor and/or Group Leader 



Whsrs Should Training ba Conductad? 

Workroom floor 



Typa of Appointmant 



Regular 

Uegular (Hourly Rate) 
Career Substitute 



Dasig. and Act Coda 



12-0 
42-0 



Whan Should Training ba Conductad? 



nvU>ri} Indf^iH-nih'Ut assignment to operate the canceling machine 



^Ki To Ba Co¥«rad 



A. Maclllne-na^.s "A" rancelin*? 
H. Chan^in*; die 

C. Treatment of long letters and short letters 

D. . Actual cancelin^r under close monitoring 

E. Perfoi-nuince of routine or minor maintenance tasks 



Instructionai Aids and 
Notas to Instructor 



rOD Form 2542-9 
May tfM 
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POST OFFICE DCFARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n. NO. 

242.4 



For (Potttiofl) 

MiuUiaiidlor 



Skill or Topic 



()utg»>ing Mail I'reparution 
Fac'iT (.'uiui'ler, KilgiT-Stiu-kt'r 



Basic Tima 

1 V2-2 hrs. clasa- 
room/2 hrs 
QD-thtsjob 



Inttructof to ba (Position) 

First I.iue Supervisor. Group Leader 



n!ng^^^niucta<l? 

Classroom ami on-the joh 



Typa of Appolntmant 



Regular 

Regular (Hourly Rate) 
t''areer Substitute 



Dasif. and Act Coda 



12-0 
32-0 
42-0 



Whan Should Training ba Conductad? 



Classroom traming mu^^t be completed before assignment to operating facer-canceler 
( »n-tlic-jol> t raining; is porformeil w hen tirst assigneil to the machine 



Points To Ba Covarad 



Instructional Aids and 
Notas to instructor 



OPERATION OF FACER-CANCELER AND EDGER- 
STAC^KER 

A. Macliine '\A" and Marhine "IV OperatO!*s ; 
1.: OperatiiiiT niai-liine controls 
2.. Safety precautions 
Clearin*? jams 



R. Maoliine ''A*' Operator : 

1 . ( )pe!atin^ controls for edirer-st^icker 
± StiU'kin*? in the ed<rer-. stacker 

l?*Muovin<2r noninarhinealile mail 
4., Proj)er feedih^r of mail to the facer-canceler 
Ti. Operates facer-canceler-e(l<rer-stacker at the prescribed 
rate of SP 2-470 

C. >far]une*']V' ()|)erator: 

1. I)i^poNni*r of cai^celed mail and providing em p^y trays 
'2, Cleai> jani^ and a>sists "A" operator* as needed 

Xotr:- Marliitie "A" an<l "It** i>i)erators iiiterchanKe iwrioilically 
Ofi'the-joh 

I), Demonstrate the ])oints iiste^l under classroom traininjpr 

E. , Snper\ iM»r fills out performance evaluation for e^n h operator 

F. Performam e of nMiiine or .nmor maintenance tasks (upon 

attainiti^r i)erff)rniance staiuhirdb prescribed for joh) 



Tranun*r iniiuual V-'2-2: :5r)-inm 
filmstrip, MaJ/ Pre pa rat ton 
fjn* '; slide projector; lO-min 
film luIger'Starkrr:^ film pro- 
jector; handouts 

See above 



See above 



Actual equipment 
Performance evaluation form 



VoO Farm 2542^ 
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Craft Skill Training Requirements: Mailhandler 



mr OfFICC DCFAIITMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 


Tr«inins 


For (Position) 


Skill or Topic 


8««ic Tim* 


ld«n No. 








242 5 


Mailhamilcr 


Outjjoinj? Mall Preparation (Metered) 


2 houra 



ERIC 



Inttructor to b« (Position) 

Supervisjor aiul/or GroiU) Lea tier 



Wh«r« Should Trsinlng b« Conducttd? 

Workroom floor 



Typ« of Appointment 

Regular 

Kegiilar (Hourly Rate) 
Career Substitute 



DMig. and Act Codo 

12-0 
32-0 
42-0 



Wh«n Should Trsinms b« Conducted? 

Fifteen minutes before assignment tt> i>rocess metered mall 1 :45 before Independent assignment (where separate 
metered breakup unit oi)erated) 



Points To Bt Covsrod 



A. Metored niaiU 

l\. Trayiiior — Im Jil- -out-of-towii 

V. IdiMitifyiii^ iioiiinetered 

I). Sopanitiiifi: letter-sizo uiul t)t her sizes 

\i. Disposition of raiioehihle iiiail 

F. Disposition of metered mail 

G. Artiial performance under close monitoring 



InstnictionsI Aids snd 
Notts to Instructor 



rOO Urn lS4t-9 




Tl-a, 7-}-69 
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332 (p. 5) 



Training 


For (Position) 


Skill or Topic 


Basic Timo 


Idwi. No. 








252 


Maiihamlier 


Incoming Mail Preparation (Transit Opening 


3 houri 






I'liit* 





POST OFFICE DCFAimiCNT 
CRAFT SKill TRAINING REQUIREMENTS 



instructor to bo (Position) 
Supervisor and/or Group Leader 



WHoro Should Training bo ConduCt«d7 

Workroom floor 



Typo of Appolntmont 



Regular 

Regular (Hourly Rate) 
Career Substitute 



Dosig. and Act Codo 



12-0 
32-0 
42-0 



Whon Should Training bo Conductod7 

Tliirt.v niiuutps before assijounent 

T\M* and one-lialf lumrs before iudei>endent assignment to incx)ming opening operations 



Points To Bo Covorod 



Instructional Aids and 
Notos to Instructor 



\. Segrejrat i 11^ sjirks aiul containers 

PivtVivittial. nonpretViviitial, j)ai)ei's, letter circulars, etc. 

I^. Identification niul handling!: of presorted mail and byptiss mail 

Placarding or identifying sicks of noni)refereutial mail as to 
time of receipt 

D. Opening — tlnniping—in'^pection of em])ty sacks 

I]. Conveyor operation — where applicable 

V. Identification and disposition of bundles and single pieces as 
to type, cbussificiit ion, etc. 
Special delivery, registered 

G. Trayingor placing in work containers 

II. Preparing bundles for distribution 

I., I )ispo'.al of empty e(pnpment 
Sacks, labels, bands 

J. Disposal of mail for fiii-tber handling 

K., Disposal of mail bypassing further handling 

L. Movement of mail to work centers 

M. Weighing mail and ivcording weights 

X. Actual performance under close monitoring 



POO form 294%-% 

f iNi 



Q n-2, 

ERIC IGO 
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Craft Skill Training Requirements: Mailhandler 



TOST OFFICE OCf MrmCNT 
CRAR SKILL TRAINING REQUIREMENTS 



Training 

I dm. No 



272 



For (Position) 

Mnilhiimller 



Sfciil or Topic 

ReimiiinK and Rewrapplag Damaged Mall 



Basic Tima 



2 hours 



Instructor to ba (Position) 

Supervisor and /or Group Leader 



WHara Should Training ba Conductad7 

Parcel repair area or workroom 



Typa of Appolntmant 

Re^rular 

Regular Hourly Rate) 
(^areer Substitute 



Dasig. and Act. Coda 

12-0 
32-0 
42-0 



Whan Should Training ba Conductad? 

Oue-half hour hofore assignment 

Tw(» ami oue-half hoKm before lude(>er lent assignment to task 



Points To Ba Covarad 



A. Kt»{):unii^ aiiil ivw rapping tlania^ed mail 

H. Obtaining (lania^rod inail 

(\ Tseof: 

Tvni^ machine 
Tape (lw|)en^er^ 
lloat sealing (wlieiv npplical)!**) 
Uowrap rant inei^ : 
Cartons 

Iluntl wrapping 
I). MeMt?n<*ati()n and retention (if <*()ntents, labels 
Iv Precautionarv nieasnr(\*^ 
F Di.spov; .>f nnidentifiable I'oiUents 
(t., K«'-eiitr\ in(i> m:iil stream 
II. Sanct ity of inail and contents 

I. I > of Form 3837 
J. I of Form 3 3 

K. I^orativ'Mi of Mipplie.^; 

L. Actual perfr^rmaiii :inder clor>e monitoring 



Instructional Aids and 
Notas to Instructor 



Form 3837 
F ->rm 3823 



POD Farm )S41-f 
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mr omcc omimiCNr 

CRAFT SKILL TRAINING REQUIREMENTS 


Training 


For (Potitioo) 


SWii or Topic 


Basic Timo 


ltf«n No. 






274 


Mailhandler 


Sack Handling 


1 hour 



Instructor to bo (Position) 

Su|)ervlsur and /or Group Leader 



Wharo Should Training bo Conductad7 

Workroom floor 



Typo of Appointmon* 

RefiTuIar 

Regular { Hourly Rate) 
Career Substitute 



Doaig. and Act Codo 

32-0 
42-0 



Whan Should Training bo Conductad? 

Before indepentlent assiioiment to perform that taak 



Mints To go Covorad 



A. Hoa<lin^ pourli and sju'k 1;i1k»Is 

H. I *nlo:ulm^ mail (s;i('ks, pontiles, liMiiipers) 

<\ I.oadin^r mail on moviii^ lK»lts 

I)., I^oadin^ mail on con ve vol's and down drop holes 

F!. Dumping mail from sarks and pouches 

V. Se^ropUm^ and (hjmpin^r mail 

it. Cuirm^ ( l(l^M^tifyin^chi^st»^ahd types of mail) 

11. I'tM'formance under clo.s*» monitoring 



Instructional Aids and 
Notas to instructor 



POO F«rm 354X4 
M«y IfM 
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Craft Skill Training Rcquirtrntnts: Mailhandlar 



ERIC 



ratT OfflCt OGPsMnrMINT 
CRAnr SKILL TtAINING RCQUiilEMENTS 



Idwt. No. 



For (PotH<OD) 



Mailbandler 



SltUI or Topic 



Platform OpermtloM 



S houn 



Inttruttof to bo (fotitlon) 

SuiwrvUor amt/or Group I^der 



Whoro SItould Tralnini bo Conductod? 
Platform 



Typo of Appoditmont 
Re^lar 

Reinilar (Hourly Rate) 
Career SubaUttite 



12-4) 
SSM) 
42-0 



Whon Should Tram ml bo Conductodr 

Thirty lulnutt^ liefon* a>AiKiiment (rinssroum where film* are shown and workroom) 
Tho ami one-half hour^ before independent aasicnment 



P>oints To Covorod 



I. Iiu'oinin^; IMatfoini 0|>enitions 

A. <){)eniii^r \ ohirle and rail our doors (where applicable) 

(\ Platfonu levelers ( where applicable) 

I). Ueceix in^i direct mailers shipment — bulk mail, etc. 

E. Clearance pro<*ediires 

F. Tse of portal I >Ie conveyors 

G. Arran^xenient of platform trucks and hampers 

II. Heading of sack labels 

I., DiNposition of mail l)y class and type:. 
Pivfeivntial — nonpreferentiul 

S:ick> 

t)ut^ides 

J. Kntry in ronveyor-systems ( mechanized offices) 
Dumping »»^'m! in drops and on conveyors 

II. , ()ntp>in^; Plat form Operations 

.\. Sa4'k handling at siiwtooth platform 
Loading platform trucks 
Direct runouts and chutes (mechanized offices) 

D, Handling outsider 

E, Placing siicks in holding area 

F, Loading v€»lucles and rail cars; 

Sc(|uc:itial platform placement and loading 
Full utilization of veliicle c\\\ye 
r^e of portable conveyors 

Vao of platfonn do^khoards, platform levelers 
(where applicable) 



(nttructionol Aids ond 
Netoo to Instructor 



16-mm projector (motion picture) 
and nlms: 

Outgoing Platfonn Acfhntie$ 
Incoming Platform Activitie$ 



Chapter VII—Handbook M-52 
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poir onnct ocpahtmint 

CRAFT SKILL IHAININQ HCQUIIIEMENTS 



f««n. No. 



276.2 



for (PMitlMi) 
Mailhandler 



SKUl or T*#«c 

DUpatch Procedum 



••tie Tim« 
2 hour* 



Inttructof to b« (^titlen) 

Supervisor and or (louji I/eM<}4*r 



Vthf Should Traininc bo Conductod7 

Thirty miD. group instruct loon work- 
room fi<i(>r 



Wtion Should Troifiinc bo Cimouctod7 



Typo off ApfioifttmofH 


Ooois. oi 


nd Act 


R^l^ular 


12-0 




Regular fHourtj Rate) 






Carwr Sub»tituli» 


42-0 





MuHt \h' i^xuvlvitn] before a^flifcnmciit to the particular operation 

Thirty mlnu!(>s iH'forr a»»i{enment 

One and oue-half hours before ludeiiendent assignment 



Potfitt To Bo Covorod 



Inotruetlomt Aids ond 
Notoo to Inttnictor 



\. SwwpiiijL'' mail from < rtsos 
li. A^st'inhlin^ tnall in (rays 
i\ Sacking and poui liin^ mail 
I)., Loading niittini? tnirks 

E. Min ing: nut t tnu ks aiui ot her ml 1 in/r equipment 

F',.: Loading: sarks, pouches, and parcels in trucks or ^'ailroad 
equipment 

( r. Loading and securiujir containers in trucks 

It. L<H>>e pack dispat<>h 

I. Ke;idiii^ pouch and ^wk lahol.s 

J. ( 'lo^inp and lo<'kin^ .siu ks and |M)U('}ies 

K. I>ispatciiin^ .sju'ks and pouche> — where neress:iry, furnish 
trainees written instnn tioiis on dispatch pr<H'ednrp« 

L. Tyin^ Hat Imiidlcs 

M., fiandm<i; !"t!ei iMUidles 

\. f^aU'l 1 iijLT pa<*ka^e.s uf mail 

() Ailual perfnnnaiHv un<ler <'los(» monitoring 



Chapter VII Handbook M-52 

Cargo Loadmg and Control 



Banding Instruction Handout 
POD Notice 01 
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POST OFFICE OCPAffTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 


For (Petition) 


Skill or Topic 


BMie Tkno 


ld«n. No. 








27.S.I 


MailbHudler 


Tarcel Post Mail Processing: 


1 bour 



Instructor to bo (Position) 
Supervisor and /or Group Leader 



Whoro Should Training b« Conductod? 

Workroom area 



Typo of Appointmont 

Regular 

Rej^rular (Hourly Rate) 
Career Substitute 



Dotig. and Act. Cotfo 

12-0 
32-0 
42-0 



Whon Should Training bo Conductod? 

One hour before independent assignment 



Points To Bo Covorod 



Instructional Aids and 
ftolos to instructor 



ii. Hark lorat ion^ anil la\<>iit 

i\ Mo\enuMit of lianijuMs, [>lat form tnn ks, ot(\, to and from dis- 
tribution amis 

f). Sarkinir {)an*oK 

K. Full down for disi)at('li 

F-: Di^patol) to ihmij) holes, i)latfonn tnicks 



too Form 2S42-« 
M«y 19M 
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rasr omcc ocMimmr 

CMFT SKILL TKAINIMG IIEQUiREMEMTS 



TraintM 
Idm. No. 

'•7S.2 


For (Pmiuoa) 
MaiihaiuUer 


Siiili or TOfNC 

DIstribuUoo ProcedurM 


•osic Timo 

2 hours 


tRttrudor to te {p0%Mon) 

Sutiervlsor and Ah* i^nnip I^der 

Wmm Stiould Tr»ming b« CoAductcd? 

Workmom floor., 30 min. Kroiip in- 


Typo of AppoifitiTionC 

Re$cular 

Iie):iilar i Iltmrijr Hntei 
farwr SubsTUute 


0«»i9. and Act Codo 

12-4) 
32-D 
42-0 



Wmwi Should Trammf bo Condudod? 



MiiHt be n»m!»iete<i! brfnrp assiKnmeat to this particnlar c^teratiun 



MMs To So Covorod 


hgtractioml Aids and 
Notas %o Instmctor 


A. Kxpl:IIt:iti«»n «>f /*/>'/ 
K Mail se|>unifion> 

Surkuiitl {NMii*!i >(*|i:in(tioii 
I). Fain ili:tri/.ar loll witli «>iit*;f>iii*r(iistril>iitifiii arra 
F... liKiiliiij; (otlu*r) 





11-2. 7-1-69 
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Craft Orientation and Skill Training: Special Delivery Messenger 

340 SPECIAL DELIVERY MESSENGER CRAFT 

341 Special Delivery Messenger Orientation Requirements 



341 (p. 1) 





iC3T OFFICC DCnUITMaiT 
CRAFT ORIENTATION REQUIREMENTS 



Traintfic . For (Po«itiOtl) 



34«) 



Sluli or Topic 


BmIc TImo 


]hiU<*s and ReAiM>n.sibilitles:< 


2 hours 


1 se •»f Tlme^-ainU 




IiitrtHlUrtion 





Inttnictor to bm (Positton) 



WtMro StwukS TraMMif bo Conducted? 
<*lA«sriN»ni i»riiulet area 



Typo of A pp o i n l ni oftt 



j rarwr Suh«ctitute 
•r»niiiN»rary SuMUute- Im! 



Oosif. and Act Codo 

14-0 
44-0 
54 O 



Wh«o Should TrsMif^ bo Conductod? 

yUiM lM'o>iiipi<-rtHl tn^fore a<c^in)meat to duty <>r other rrainlns 



^ifits To 8o Covorad 



A. K\|»i:lll:itlf>n of «lnrir^ 

I>rh\i-r\ !>!* -^i »«•»•! ;i I i|i*li\ i'ry iu:iil 
S«-Iifi|iili' i>|* work hoiir'-ruul <l:iy-» 

l*n»iiipt n*!nni tf»ot!i.-e :irtrrrotu|>h'tion of l;i>t ilclivory 
li. Tfli'pitoiu' iniinU*r-« f»ir ••ailiiiir in diiriiiir «*mi'ririMi«'i*»s uml 

I*. (*iiMotiu»r ffiatitiH'* 

l>. Safrty 

\Vlh-n «lriviii:r 

Wlirii lifimir 

S:i fffy -.Ihlr kil f*'!' -|HTi:il ili»IiviTy iui»>st»llin'rs 

K of iiiiir«Mr«Ut»r ! niir n*i-iinlini5l>:i»li»i»s 
Form 
Form 

\'r\\* i *.inl I Flint I IJ'U » 

F. Itit riMliirrioii 

StijHTviMir 
lii--irn»-iMri 

(i Wi'Mrmir of iirufi^rin^ 

♦Sj««««-ial •l»-Ii\i'ry rTWit.in •►r iinnhiifNl «*|if*fiai ileliv»»ry oJT in^tni<*t«>r 



irtalnfctioital Aidt and 
Nota* to Instructor 



.loh flesfription 



SafHy *ili»U» kit, i>rojiMror and 



U-2 7-1 -4f 
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Craft Orientation and Skill Training: Special Delivery Messenger 



ERIC 



POST CMFFICE DCFAflnmCNfT 
CRAFT ORIENTATION REQUIREMENTS 


Tf->ininf j For (Position) 
idon. No. 1 

340 1 Si>ei-ial UfliviTV Me.sst'u»;er 


sun or Topic 

Tyi>es of Mail Ae(ei>Uible as S]>eclal I>elivery 


Basic Timo 

2 b(»nrs 



Instructor to bo (Position) 



Wlioco SKould Trsintns bo Conducttd? 

riassriM»m •»r»|iuet area 



Typo of Appointmont 

Regular 

Oarwr Substitute 



Dosig. snd Act Codo 



14-0 
44-0 



Whon StiOiiid Trsintns bo Conducttd? 

Miist >M* i-oiiipii-Uil lM»fi»iv a>.siKitmi*iit U> tlwy or i>ther training 



Mints To Bo Covofod 



A. iyiK -N i»f mail ;i« »'i»|)f:iM«» a> N|HM'iaI tieliverv, Cftrxses of J/rtil 
tiliiiM t*i|> 



B. I>t»liv*»rvof a«'« (>unf;i!>liMnaiI tilniMrip 

S|M'<*i;iI lie 1 1 wry 
l{<N'<i^ntti>ii 

!>. I{^'«ri-^fmMl >iHH ial <lrliv*»ry 

Sim»t tivatiiuMU 
f Ml wry triMfinenf 

K. IiiMin»«| s{M*( ia! ilolivrry 

NntiiU^tvii an<l nnniniil>^rpt| 
iH'livrry pHMiMiunv* 

F. <'olliM f on <li»livi»rv "N|>o<'iaI i!i»!i\rry 
( Mli< i» fivafinriif 
!Mi\iM V rmtiitrnr 

(f. ( ViitfuMl ^}MM-ial ili»li\iM*y 
( )lli<v tivatinrnt 
I Vli\iMy tn»anin»nt 

H. Saih iiry »>f niaiU 

I*n»fiMiii>n »>f mail on mwtv 

•S|i#H-inl «li-liiery fi»rvntnn »»rs|»winl ilriiwry nJT in,Htnicti>r 



instruct KKisI Aids and 
Notos to Instructor 



;5r>-nini filnistrip projector: 

rpni re< onl player 
Cftutxf.s of Miff/ filnistrip 

/Pf>/fr^rt/ ff A r countable Mail 
filmstrip ami re< onl 



Mar IMS 
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POST OFFICE DCPAimieHT 
CRAFT ORIENTATION REQUIREMENTS 


Traintns 
ld*n. No. 

430 


For (Position) Special Delivery 
Messengrers appointed prior 
to installation of Craft Skill 
Training System 


Skill or Topic 

Safety Training 


Basic TImo 

1% hours 



Instructor to bo (Position) 
Special Delivery Foreman 



Whoro Should Training ba Cond*:ctad? 
Classroom or quiet area 



Typa of Appolntmant 

Regrular (Annual Rate) 
Career Substitute 



Oaslf. and Act Coda 

14-0 
44-0 



Whan Sliould Training ba Conductad? 

Complete within three months after receipt of th^se requirements 



^ints To Ba Covarad 



Inatfuctional Aids and 
Notas to instructor 



A., Safety slide kit for special delivery messengers 

(Under development. Will be available in FY 1971) 



B. Seat belt film, Make It Yokv Habit 

4 

C. 16mm film. You Can't Bite Back 

D. : Safetv slide kit for driver orientation 



van 



ERIC 
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Special delivery messenger 
safety slide kit — ^script and 
slides 

16mm film. Make It Your Habit 
16mm projector, screen 

16mm film, You Can't Bite 
Back 

Driver orientation slides and 
script 



Craft Skill Training Requirements: Special Delivery Messenger 
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342 SPECIAL DELIVERY MESSENGER SKILLS TRAINING REQUIREMENTS 



POST CNFFtCC OCPMITMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 
ld#n« No* 

3421 


For (Position) 

Special Delivery Mes»eus:er 


Stun or Topic 

Office Work Before Leaving 


Basic Ttono 

3 hours 



Iflttnidor to bo (Position) 



Wm m SlMMild Trainiflc bo Conductod? 

Work station 



Typo of Appointmont 

Rejirular 

Career Substitute 



Dtotg. and Act Codo 

14-0 
44-0 



IVhon StaMiU Training bo Conductod? 

Must be c«»iiiplftetl before assignment ^) <hity or other training 



To C ow w ad 



H. < )l)t;uniMir mail an<l arrow keys 

SfHM ial lU'liverv 

Special iMw erv p<»tairp due 

S|HM ial driivery n^iristered 

Sperial ik'lix rrv ( *( )I ). iijsured and 

(Vrtifird 

r. Ut^reiptin^ for arroiirital^ie mail 

I), Prejmrinir forms for arroiiiif able mail 

K.. Arrunirintr forMHuuMiteof delivpry 
FM*of >tn»H ^lide 

F. f^Kidiiicr s;ir<-he1 

(i.^ Olitainni^ whirle 

U.: I^o^idinir [)an els in \ e!iir|e 

I. F>*M>f trip t:iiH| 

•SiK^ iul <lfii\rry f.»reKian or.s|ie<i«l Helivpry < UT in.slnirtor. 



Instructional Aids and 
Notos to Instructor 
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rasr omcc omiiTMCHr 

CRAFT SKILL TRAINING REQUIREMENTS 




For (PotHkm) 


Sfclil or Topic 


BmIc Timo 


td«n. No. 








342 3 


Si>ecial I>elivery Messeog^er 


Street Duties 


8 hours 



inttructor to bo (Position) 



Whoro Should TraiDfng bo Conductod? 

Oil n»ute 



Typo of Appofntmont 

Regular 

Career Substitute 



Dotlf. ond Act Codo 

14-0 
44-0 



Whon Should Troinins bo Coftductod7 

Mast be ci»iii|ilete«i before assignnient to duty ttr otber tralnlne 



^ints To Bo Covorod 



A. Delivery metluMls ainl p-ot'edures 

Iiii|K»rt;uur of jH»rM>iial delivery 
pHHUMliire when suldivssee i^iutt lumie 
When to leave s|>e<'ial tielivery article 
When toretnni article tooHire 
Fse of Fonn 30rir> 

Artit leseutlorsetl Rt sf noted IhVfvery 

B. \ )elivery to Out of Hotfutl lM>xe> 

( *. Delivery of an onntahle an<i sipiutnre mail 

ProtiN'tion of acroinitahle mail I >e fore t lei i very 

I >. I )el I very f o I »usi nev; ad< Iresws 

MultiMory laiihlin^: hotels : holiday servi<'e; retail stores 

K. I >elivery to resnleni i;d addn^MN 

Ili<rli-nM» apartment building: painlen-ty|>e apartments; 
sih^rh* nnit>: nNMnin*; housi^s 

V. Ihindhnir. p:u kinir, ami hn-kin^ \ehicle while making deliv- 
eries 

•Sfiwlal ileliv»T>- forettuiti «>r i|Uatituil s{KN-ial tlHivery OJT instructor.. 



Instructlonol Aids ond 
Notos to instructor 
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POST OFFICE DmRTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 




Trammc 


For (Position) 


Skill or Topic 


Basic Tim* 




Icton. No. 










Si^eiiJil Dell wry MeiW4»«ffer 


l>ffitv \Vt)rk— After Hetuni 


2 hours 



Instructor to bs (Position) 
1*) 



Whoro Should Traininc bo Conduct«d7 

Work station 



Typo of Appoiittmont 

Re^rtilar 

Career Substitute 



Dosig. ind Act Cods 

14-0 
44-0 



Whsn Should Trainmc bs Conductod? 

MiKt l»e (tMuiiIt h»il before assignment U* <luty or «>ther training 



Points To Bs Covsrad 



Instructionsl Aids and 
Notos to Instructor 



A.. I'seof tri|)rani :ui<l truck canl 
H. I )i*^|)oMtion of iiiuleliverahle items 

i\: < )!)t;iiiiin<r clearaiuv fi>r a(Tountal)le, sipinitture mail, and keys 
I).. Servirin<r<>f vehicle 
K. (1»erk-ui of \eliicle 

F. (^ne>tM>ns aiul answers iniiiuMliate S!ii>ervisor 

(r.. Sinnmarv of craft oriental if hi and jol> skills 
•SiH'oi.U delivery foreman i^r iiualilieil .si)e« ial delivery OJT instrti'*tor. 



roD 



er|c 



n-a, 7-1-49 
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POST OFFICE OCPARTMEffr 
CRAFT SKILL TRAINING REQUIREMENTS 


Tratning 


For (Position) 


Skill or Topic 


Basic Tim* 


Idtn. No 








430 


Si)wial Deli very Messenger 


Dnver Orientation 


2 hours 



Instructor to b9 (Position) 

DesiKnatetl Driver Instructor 



Whsr« Should Trsining b9 Conducted? 

I'lnssroom or quiet area 



Typ« of Appointmont 

Regular ( Annual Rate) 
Career Substitute 



Otflig. and Act. Codo 

14-0 
44-0 



Wh*n Should Training b9 Conductod? 

Ut fi>n- axxi«nnu'nt to ilrivnm ilutie- Item^ .\, B and C, t. be piven before initial driver trainir,; on vehicle— 1 hour 
itms D-K. to be «i\en after trainee wnipletes training ou vehicles— 1 hour. 



Points To Bo Covorod 



Instructional Aids and 
Notts to instructor 



.v.. I)etVii^i\e (liivin*^ 

ProtV'>*-i(>n:iI rs. umattMir drivers 
Proper attitudes 

Kxplauation of stopping tli>tances (reaction time plus 

hrakinsr time) 
Safety slide kit for driver orientation 

B.. VHiiele pre^rvatMm 

Role of driver in preM»rvin^? vehicle 

( '. l-^oi-al tratlir laws and ordinances 
riohibition asrain>t spe<»din<r 
Rnle^ on parkin/r and tloulde parking? 

I). Vehicle maintenance 
I of repair ta«r 

I*ro edure in ra>eof an ac( id(»nt 

K. I )is<-!iv>ion of rontenl> in accident repoit kit 

<f,. I^ole of arrident review luKirtl 

l*re\entahle rv. nonprex entai>i(» accidents 
Safe dri\ m^r aw.U'ds 

II. I MM>f Form h'»7o/rnick('ard 

I.. I>ri\ cr rtiMomer relations 

J.^ l*'».mm film — 7'hf Smtfh St/sft Hf of S fiat c {*nshion l>riritnj 
\\. >cat hi-lt tihii Malrit Ymn lhihU 



Safety slide kit, slide projector, 
screen 



Form i:)r)5. Repair Tag 

Accident Report Kit 

POD Publication 

Far Frffcrfs Only 

Fr>rm 4rM<^» 



16-nmi film— ^mlth Syafem 

of S jiarr (')ishi(ffi Prlf'htO 

16-iiim projector, screen 

16-mni Mt\i—Make, ft Yourllabit 

ifi-min projector, screen 



May tfM 
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POST OFFICE DEPARTMENT 
CRAFT SKILLS TRAINING REQUIREMENTS 



Training 
l<i«n. No. 



For (PofiHon) 

Special Delivery Messenger 



Skill or Topic 

Veliirle Familiarization (Right-hand drive, 
.Ii»ep Disiwtcher 100) 



Batic Tima 



1 hour 



Instructor to ba (Position) 
Deaignated Driver Instructor 



Whara Should Training ba Conductad? 

ClaaBroom or quiet area and garage 
or driving range 



Typo of Appointmant 

Regular (Annual Rate) 
Career Substitute 



Oasig. and Act. Coda 

14-0 
44-0 



Whan Should Training bo Conductad? 

Within 3 months after receipt of these instructions for messengers nircafly ansitjnvd to drive thin vehicle, it they have not 
rc( eiVfd same or f<|uivalent training Immediately prior to -ignment to dnve this vehicle for other messengers. 



Points To Ba Covarad 



A. Introduce and show nlide-sound presentation, ''From Foot- 

power to lIot>e power*'.. 

B. Discuss pertinent points of presentation. 



(\, Demonstrate sind discuss followi 
vehicle juul rehite to slule-^ound 



a. . Mirrors (rearvicw, pot lid 

and side) 

b. Windshiekl wipers 
(\ Tire pressure 

d. Gas and oil 

e. Doors, latches and looks 

f. Gas tank location and clear- 

ance 

g. Loading and rear loading 

clearance 



h. 
i. 

k. 



m. 



ng operations or parts of 
presentation : 

Scat adjustment 
Safety belt 

Controls and switches 
Instruments and indicator 

lights 
Steering capability 
Acceleration and braking 

characteristics 



D.. Provide each trainee with Xotice 7(>, Expanded Vehicle 
Safety (Mieck. Review and discu.ss in relation to vehicle.. 



Instructional Aids and 
Notas to Instructor 



Slide projector, cassette tape 
player, sciven, slides and cas- 
sette 



Ratio of instructors to trainees not 
to exceed 1 to 5 



Xotice 76 



TOO form ^C4^ Q 
Miy 196a 2542 B 
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POST OFFICE DEPARTMENT 
CRAFT SKILLS TRAINING REQUIREMENTS 


Traininc 
Idtn No 

432 


For (Petition) 

Special Delivery Messenger 


Sklii or Topic 
Vehicle Familiarization (Conventional truck) 


Basic Tims 
20 mln. 



Instructor to b« (Position) 
Deciffuated Driver Instructor 



Whtrt Should Training bt Conductsd? 
Classroom or quiet area and garage 
or driving range 



Typt of Appolntmtnt 

Regular (Annual Rate) 
Career Substitute 



DMif. and Act. Coda 

14-0 
44-0 



Whtn Should Training ba Conductad? 

Before assignment to driving duty. Time is based on prior training on right-liand drive truck or three-wheel vehicle. 
If trainee has not received prior training, provide 1 hour for this phase 



Points To Ba Coverad 



Explain and demonstrate the following parts and operations of 
a conventional vehicle 

a. Gearshift 

b. Ignition 

c. Accelerator and brake pedals 

d. Parking brakes and adjustments 

e. Windshield wipers 

f. . Light switches (headlights, parking, flashing, and direc- 

tional) 

g. Gasoline and oil gauges 

h. Tire pressure 

i. Loading vehicle 

j. Mirrors (rearview,side, and pot lid) 

Safety Check 

Notice 76 to each trainee for safety check 



Instructional Aids and 
Not as to Instructor 



Ratio of in.stmctors to trainees 
not to exceed 1 to 5 



Notice 76 



ERIC 



B 2542*6 
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rosT omcc mpmrnoa 

CRAFT SKILL TRAINING REQUIREMENTS 


Training 
ld«n No. 

«• 


For (Position) 

SiK'rinl Dt'livery Mt'ss4»ii«t'i 


Skill or Topic 

(Nuttn»lle<l Prhin^ Instruftion ami Kviiluutiun 


Basic T{ma 

{*) 



Instructor to ba (Position) 

Dewiguat^Hl Driver Iiistranor 



Whara Should Training ba Conductad? 

Drivitu: run^e 



Tyoa of Appointmant 

Uo^cular ( Aimual Kate) 
TunHT Substitiue 



Dasig. and Act Coda 

14-0 
44-0 



W^an Should Training ba Conductad? 

Bt'fiTfassijruiut'Mt to drive that jmrticalar vehicle 



Points To Ba Covarad 



earli iraiiu'e to piartiri' iii^ for pi-ofii-ieiwy in : 

a. Smooth .stopping and knoultMl^e of hnikin^ *^:«tan<'e re- 
<|mn'<l for x ai'viii^ ^|M•*»(I^ 

h. LiM Ut iii^ front and ivar lunnixTs 

i\ Manou\t»rintr of \ehn'le for rlearanrr on ri^ht atid loft 
siller 

d. Parking of \i'liH'l(^ harkin^L' and perpendicular 

e, Fixe-ii ile roa*l teM for f\ aluation of driver trainee 



♦Provide 'J hour^ iii<?trucri<>u and praetif-e for right-hatul drive or thrw- 
wlu^'l \ehii le^ AUou 40 inimUos prar-tire for left-hand dri\e \ehuie when 
traimv hn^ rtNciNni prior traiiunj: on rijrht-hand drive or tlirHe-\\ hoel 
\ehh U- If It'ft-hainl ilrive triu'k w luitial assijrnnH'iit. provide 2 hours prar- 
tn-o for that M'hirlo 

♦*Kor * oiiM'iirional rrurk^. usr \ V2 For nyht-hand drivr. use 4J4 



Instructional Aids and 
Notas to Instructor 



One \(»hn*le tor two trainees (the 
type \eliiele employees will be 
assigned to tirive) 



Ten to ir> trafllr eone^s or pylons as 
reximivd hy course, layout 

Chalk for marking off stop lines 

and i'ourse problems 
Scliematic of practice course 

Form 154;i 



POO P«rm 2542^ 
May \96$ 



ERIC 



Tl-J. 7-1-49 
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POST OfFWi OCMRTMOnr 
CRAFT ORIENTATION REQUIREMENTS 



Training 


For (Potition) 


SlUM or Topic 


•osie Timo 


idm. No. 






4r»o 


Whh-Ip <>|K»rat«»r 


Initios and UesiMm^^iibiHtiefi 


Approx. 








tri minuter 



instructor to bo (Position) 



Whoro Should Trainint bo Conducttd7 

(^iiit'r. n-srrn T(Hl an»a near the \4-hi< U' 



Typo of Appeintoviom 

Rof^iilar 

Triii|M»ra -> Snli>titiit<- INM> 

Tf'niH^rjjry Sulwriiuro NTK ( must U* over 30 (lays» 



Dotif. 0414 Act Cote 

13-5 
43-5 
X\ 5 



Whon SItould Train;nt do Conducttd7 



Pstfrts To lo Covoforf 



A. Imporiajhv of jMi-tiiiic optM-ation :i> it ivlattvs to otluM* post 
oilirt- fmirtioiw: tii^pairli tlnu•*^ — rarrier leaxiii^ times — 
rail >rlu-tlnlo-^- -routt-^ of travel, etr. 

li. (1a>M->of mail : TvpiNrarned 

('. Cuv n\\i\ appe:iraiitH» of iMjUipiniMit- ro^ponsil)ility wliilo in 
I). rnautliori/e<l riders, Mt>ps, or inipropor uso of veliiclo 



Instructional Aids 9nd 
Notos to Instructo*' 



POI)Pul)liration 70 



Part <isU Postal Manual 



ERIC 



TOO Htm ttSST" 
May IfM 
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Craft Skill Training Requirements: Motor Vehidt 




raiT OfnCC OCMRIMOIT 



Tfaminc 
ld«n No 


For (P*eflttoA) 

Whirls <>lH»nitor 


SMI or Topic 


•otic Timo 

A|»prt>x. 
45 minuteo 


Ifittnictof to bo (POtmoa) 

Sur>t . V.(i . «ir iH^icneo 

WHofo Should Train ifig bo Conductod? 


Typo of Ap^httwont 

ranH»r Snh«titm<» 
Twii|N»rary SulisrUiUe 1N1> 

i i itiiNintr.x Sul»stirut<' NTK uiHwr l>e over JKMl«y») 


Dooig. ond Act Codo 

43-5 
53-5 
(0-5 



Whon Sbould Training bo Conductod? 



P^tftta To Bo Covofod 



A. Kcport m,.r for d\\\y : 

\,, III pn»)KT nniforin 
2. ( h\ time 

o. Kmployirs* piit niiii'es aiwl oxi«ts 

4. How tojiMvitain rej>onnigtiine — make assigninoat for 
Mil>MMjiienr (luy. \\ ho niake.s assigiiiiuMit — how it is 

5. r*<M*al mmiivmciitN \\\m\ uimhle to rq)ort for duty 

nn<I hx'at ion of tiine<'!<» 'ks 
T. I.<H nrio!i of iii|Lr rcioins— avuihiblc facilities, eto.^ 

f^. Soh^Mhl^'^; ( Kxphiin in detail) 

C. !{er<>r«I<: 

Kxphiiii nsinjr ilhtMniiions of various forms employees 
UM» daily ami frwpuMitly, Include proju^r prwecfure for 
titnet-ards, ai'^ uleiit rejH^rtiiic, Forms 4570, 4575, 4598, 
etc. 



Inotruettonol Aids ond 
Notoo to Ifittruetor 



POD Pnhlicution 70 



rOD Fmm 3MS-A 
Moy 10M 



Form 45;W 
Vu.Graph \a 1 
Vn.(iraphs \os. *2-7 
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Tratmng 
ld«n. No 

450 


For (Poftition) 

Veliuie (>i>erut«)r 


Sfciii or Topic 

Safety In Vehicle Operations 


Baste Tim* 

Ai>prfix. 
2 hours 


Instructor to b« (Positfon) 

Vehirle 0|>orati>r Analyst with Teoh- 
uicul Asoi^tMHM' of Safety Tnit 

Wh«r« Should Training b« Conductod? 

timet. n'stru'te<l area near the vehicle 
oi)eratio!is 4»lli<-e 


Typ« of Appolntmont 

Re^lar 

Career Substitute 
'IViuiM»rary Sulxtitute INI) 

Te!ii|Hirar.\ Substitute NTK (must he over 30 (lays) 


Dctig. and Act Coda 

13-5 
43-5 




POST OfFWC OCfARTMEHT 
CRAFT ORIENTATION REQUIREMENTS 



Whan Should Training b« Conducttd? 

Before asM|>^iimeut 



Points To Ba Covarad 



A. Local ;iiui >rate hiws applicable to Govermnent vehicles or 
pccuiiar only to < J.V.S. lirierty m iew local and State laws 
oit h urk oi)eration in |reneral 

U. I^pc'^ ol .b'cidenrs — proper procedure for i^eporting — forms 
to 1h' ci»in[>lcred — explain contents of the accident report kit 

(*.: l'-tM)f -Mf l;eltsfilni.)/<fXv// Yonr Habit 

1). Lock II'.' of vehicles 

K. }c vent ion 

' ^hiitii tilni — Spare Ca-shlott Dn'rhig 
' r Safety slide kit for vehicle operator 



Instructional Aids and 
Notas to Instructor 



POD Puhlicarion 70 

Vii-Graphs Nos. 20-22 

16-nim tihn Make It Ymr Habit 



l<»-inin film Spare ('usu'on Ih'/r- 
ing: Projector and screen 

Slide kit, ^o-mm slide- projector 
and screen 



May 19M 



TU2, 7-1- 
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POST OfFtCC KMRTMOIT 
CRAFT ORIENTATION REQUIREMENTS 



l(itn No. 



For (Position) 

V«»hirlt» < »|N»r:it»»r 



Slitii or Topic 

\'vUu W MuiiiK'iiance 



8mic Timo 



I hour 
.'ti> mm 



Instructor to tm (Position) 



Typo of Appo iw t w fwt 



Sii|H»riiit«iilenr., Whit-le Mnuiteniiiire j |{(4|r„{2tr 
Whtro Should Trtininc Im Conductod? | f.?"''''*'' 



Ooiif. and Act Codo 



Whtn Should Trointnc bo Conductod? 

IWt'fo :ivsi;;iiiiit'iit 



n>intt To Bo Covorod 



Instructionol Aid* ond 
NotOB to iftstructor 



A. Iiiin«Iu«rn>n of ^iijnTinftMHltMir of iuainrciuinrc. Hrli'fly «»x- 
pLini^ t^lfn t^ of k-iii ilri\ iiiir li:il>it> on vrhirles. 

H.. M.mtttMr'inv rntplouv i»iitliiu's thr use of Form 4M\:t — how it 
iiMMi o :l^•^Iln' lUNVNsarv ivpaiis. IiMportaiu e of retaiiiinir 
ojHTa tor's <*oj>\ . 



fOO Hrm 2542-^ 



!*()[) Pnhliration 7*) 

parts display 
Vu-(iniph No. 11» 



ERLC 



Tl-2, 7-1 
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CRAFT ORIENTATtON REQUIREMEMTS 



Training 
I60n No. 



for (Potitiofl) 



I 



I Vfliirif I >|»»T;lt»»r 



• Sluil or Topic 

M(*th<MlN am! rnniHlui^ 



i 



bourn 30 minute 



IfMtnictor to IM <^itloi«) 



Typo of AppoifrtRMMit 



Ui-tcntar 

_ . I'ari^r Siilittiliite 

WfMKO$lK»wWTf»wm«boCwM»«ctod7 j Tr!i,|H.r:iri Siilic.liimp 1NI» 

guiH n-Ntri.jrt^i :tn-:i m-rir Uit- \^hu \v | (...j^.j^.^.^^;,. stilr*tiJ Hit. \TK i iuii<t W over iliiy*> 



[i]H>r.iti«*ris ••rti«v 



13^5 
43-5 



Mlion Slioutd TiYtfimf bo Condiictodr 

lt««f«.ri* iior^iiiiMMit 



Milt To Bo Coworotf 



A.. Ilaniliiiiir poin lit"* 

!K Ki'iri^ttMVil iti:iil 

< \ ( olKs-f MiM-* uttfl rt'lavs 

|). lii--|H"tioii i>f \i«lti<-|i' lN'fi>n» Iruviitfrirtragf 

K. M('||i<n| oi IkmI I M:i\iiiiuni riiln* milizjition. Onler of 

h\ i\n\t:u\wr> — hKiilin^ roiitrol 
il) iI:un|K'rs 
i M I'lut fi»riii triK-k-i 
t:;> P:illet> 
*4> Tniy rart-^ 



Im/fmcOenai Aidi and 



PODPubliranon TO 

S«H-s. :J4<>, :>:►«>, JWI, and Part 5. 
Met!io<ls H;imllM>ok M-41 

P<)I)\frfi»-e Tfi 

Vii-(inipli Slides Xos. H through 

IS 

MetlHMls ii:iiHllKK>k M-52 



POD Hm 2S43-A 
May IHt 



ERLC 



7-1- 
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rasr omx ttmmmm 
CRAFT ORIENTATION REQUIREMENTS 



l<ln No. 


For (Position) 


Sluli or Topic 

!M:tit<»ti.s}tip of \>hi<*le S«*rvt«'e ^> r<Kit«l Oiierm- 

II«>tlS 


Botic Timo 

Appmx. 
30 miQutca 


Siior.. VO.. iHT liesiteiiif 

Whtr« Sliovid Traaninc te Contfuctod: 

QiiiH. n'Hrriiiet! ami iu«eir the ti^hirle 


lt«*cit!ar 

Tanw Siil»<titure 
'IVin|«»rary .Siil^tf inttr \SU 

Ti inin.niry Sul>Nti(iitf* NTK iitiiiHt t*e over .'^^ days) 


OM4g.MdAct Mo 

13-5 
43 5 
."•3 5 

u:v-5 



Whm Stiould Tramioig bo Contfuctod? 



MfiCs To So Coworod 



A. Tilt' .\fVO i^:tfi iiiii'irnil ami viial part «»f tlie PiM Oftn-e 

It. Wliirlt' «»|H nii;f»ii^ ^ii|H»r\ i^ifci*, ami fln»ir uf aiitftoriry 

i . Su {MTi 111 i»n nMiro .Viii!i.»rif y of ntail iiiH*rati<Hi.s siij»t*r- 
viNiir< 

f)., .Vmi riarHMl Ki\v iimil [Miiii(s 



I'(>nPu!iii«:ition70 



Xtvii maps 

Ptiiitiw of liiH ji>r «i«H*ks 
lIuiuiiMif 



ERLC 
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ERIC 



POST omoE fommmaa 
CRAFT ORIENTATKm REQUIREMENTS 



Tratninc | For (PotitioA> 
{d«n No. Vehicle Operators appointed 
450 prior to installation of Craft 

Skill Training: System 



SkHI or Topic 

Safety 



Basic Timo 

1^ hours 



Instructor to bo (RDSilloii) 
Vehicle Operation Analyst 



WfiMSIiouldJraiQtf^ btConductodI . , 

Quiet restricted area near vehicle 
operations office 



Typo off Appoimmor* 

Re^lar 

Career Substitute 
Teniporar>* Substitute IND 



Oosif. and Act. Coda 

13-6 
43-5 
5S-5 



WtMMi Should Traininc bt Conductod? 

Complete within three months after receipt of these requirements 



n»ints To Bo Covorod 



A. Loca! and State laws as applicable to Government ve- 

hicles or peculiar only to G.V.S. Briefly review local 
and State laws on truck operation in genera! 

B. Use of soat belt film, Makr It Your Habit 

C. Fire prevention 

D- Safety slide kit for driver orientation 



Instnictionsl Aids ond 
Notot to Instructor 



POD Publication 70 



16mm film. Make It Yottr Habit 



Slide kit, 35mm slide projector 
and ^reen 



Moy IMS 
Tlr-5, S-1S»70 
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Traimnc \ For (Potitioft) 

i 



TOST OnFICC DCMIIfMOIT 
CRAFT SKILL TRAINING R£<HliREMENTS 

SUM or Topic 

('*>titri>il(Hl Drhttie Instrurtinn aad Kvaltiation 



Vatic T»m# 

Apiipix. 
I hi»iirs 



Inttructor to bo (Position) 

hrhiT ln«rtrurt«ir ami K^amiiM^r 



Whoro SlioukI Irmkntt^ bo Cofiduetod? 

hrivttii: raiu:e and i>n nmte 



Typo of AppolfHMOivt 


Oooif. 01 


td Act Cedo 


Ui-triilar 






Tsirt'tT suf«tifufi» 






T<-mi»t»r:irT Siilie^tinile IN'I> 






'IVui|Ninirv SiitK«tiriir(* NTK <must bp i»ver 3t* (l:iv:«^ 

1 


13 r, 





WHon Should Tromtnt bo Conductod? 
I'nor t«> iH^iti}; aNsiiaiiNt t>» a nin 



Pomtl To 9o CovofOd 



A, F.tiiiiliari/i' «'tii|»iu\-«*t*^ uitli irliit-le t\'\H*s involveii 

B. Ih'n on nmi^' 

{'. I>n\tii«r iti tnirti'* l oiirM* 

VtMt III rct'tiiinul :in*:i^aiiti tn:iitt <»l1i(*i* |il:itf(>nn 
K. Kv:iln:itiiin of iHTfoimaniT 



intttuctiofiol Aid» and 
Notos to instructor 



rol)PijliIii';uiou 70 

< 'f>iirn>llM{ driving range 

IMuiined route of travel throitffh 
tr:illir 

Form iri4-» 
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Craft Orientation and Skill Training: Motor Vehicle 



roar omcE dcmrtmcnt 

CRAFT SKILL TRAINING REQUIREMENTS 



td«n. No. 



for (Position) 



Instructor to bo (^ttlon) 
!>riverTralner 



Wtiors SliOMid Training b« CornSuctod? 
U<»iir<' •»f ilrnt* r-trn'mer 





Sliill or Topic 


Basic Tiffio 




.V!«ii:;uiiu-tit t«» Work SItimtiiMi— (VrriHrnthm 


A|»pn»x. 
hours 


Typo of Appomtmont 

Uemilnr 

I'anvr Siibsriiute 
Ti'inimrary Siil»xtir?irt* 

*rfmi».nir> Siil»snnirc NTK uihK l>e ov<>r 3<> «lays) 


Oosif. and Act Codo 



Wfton Should Training Im Conducted? 



Trior to Wmv: a.ssimuil to rf>eiilnrtliities 



Merits To 8a Covorad 


Instructional Aids and 
Notas to Instructor 


A. A-^-^iirmtH'iit toriin w ith ipi.-tlifiiMi ilrixor-trainer 

H. i >l>-^»rvai lou of roiito 

< *. ()|K*niti(»ti of UHitv hy tniiiiw 

l>. K\a}iiatiiM) of «lri\er-t minor 

Iv ( Vrtifioaturti for^liKy 


Form 1513 
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fOST QffKM. DCMIITMOfT 
CRAFT SXilL TRAINING REQUIREMENTS 



Trsintna 


For (Potitkm) 




Skill or Topic 




Basic Tfmo 


t<ton No. 














Trat-torTrnller oi>erat«»r 




riavsrunin Iinlortrhuitioii 




2 hours 


Inttnictor to bo (Position) 

l>rl\(>r liwtrui'tor and Kxaiuiner 


Typo of Appointmont 

NuMlNKKS KoU TUACTOK TUAILKK VACAM'IKS ? 
-Mt^!«»r v«»lufh» o|N'rator^ iN>.siriiif; tnictor-traller assi»;n- 
in<>iits^ N»»\\ iMn|>lo.v*H*s lia\lnf; liail trartor-iniilvr t»x- 
lNf»rii»n<*e — Junior nuvhanlcs being promoted to MVO 
wIht*' N4inu' p:irt-tiiiit' T-T «i|K>rati«>n may l>e rii|Uireil 


Dotls. and Act Codo 


Wtioro Should Tnining bo Conductod7 



Whon Should Traininc bo Conductod? 



Befort* :issi};iiim>nt 



Joints To Bo CoMfod 



A. i inioi.'il o|M'nit 
1. <faM>lnu» 

<'. ri";iii'-iiii****ioiis 

I). Trailer l(Ki(liii<r and iiitchiiior 
I. Fifth xxIhvU 
'i.: Laiuliritr ir«Mr 
( 'ar«ro tMHitrol 



353 (p. 1) 



Instructional Aids and 
Notos to Instructor 

rO!) PuMiration 70, Phase II 

Ciiiuiniirs film I>tenrl Engine Op- 
rnffion 

POD P»l>lioati(>n 70, pp. 27-30 



rOO Him 234tS 



r-i-«o 



186 



Craft Orientation and Skill Training: Motor Vehicle 



353 (p. 2) 



fOST OFFICE OCPARnfOfr 
CRAFT SKILL TRAINING REQUIREMENTS 



Traininf 
id«n No 



! For (Position) 



Tniftor-Trailer < Monitor 



Skill or Topic 



Tractor Kamilinrizatioii 



Basic Timft 



1 '2 hnura 



Instructor to b» (Position) 

I^rUer liistriu'tor and Ktannner 



Whoro Should Training b% Conducttd? 

In faiihty aiul i^n <'«>iitni!ItMl ilrnni}; 



Typo of Appointmont 

NOMINKKS KOU TUA( TOH TUAILKR VACANVIKS 
.Moior M'lurl*^ o|H'raiors tl»"»iriiii; tractor-traih'r a^'^i^di 
m»-n!s rinployifs lia\iiii; tiad tractor-traiUT ox 

IK»u*'ri<M>- — .liinior nit^'lmnu's hi*iiiK |in)inot«Ml tn MV(J 
uh»'n» Mum* |»art tiiiu' T T o|HTatH>ii m.iy ln» niiuired 



Dasig. and Act. Coda 



Wfian SiKHild Training ba Conductad? 



Before assiguineDt 



^Mts To Ba Cavarad 



A. (V)iitnils Functions: 
1. Air pressure 
'2. *I*a<*houieter 
-i. Oil ^auj^e 

H. (tears 

Dnvinir pnu't'uv in rontrolUMi area 



instructional Aids and 
Notos to Instructor 



ERIC 



May IfM 
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Training 


For (Pot)tion) 


Skill or Topic 


Basic Tim* 


ld«n. No. 








4^.2 


Tra(ti>r-Trailor 0|K»ratt>r 


Trailer Familiarization 


2 hours 



Wh«r« Should Training b9 Conducted? 

< >n street 



• 



POST OFFICC OCPAKTMCNT 



Instructor to tm (Position) 

l)n\er Iiwtrurtor ami Kvaujiiior 



Typa of Appointmant 

NOMINKKS FOK TUAlTOK TUAlI.KR VACANCIES ' 
Motor \Wiult* ojHTUlors (U»Mrinj; trartor'trailtT a>Mpn- 
{iM-iitv— New employnw having had traetor-trailtT ox- 
IKTU'iu**- -.Iiiiiior nu*<*hanif< beiii^; promoted to MVO 
whert* M)Mu' iwirt-tiine T-T (^H^ration may Ik* required 



Datig. and Act Coda 



Whan Should Training ba Conducted? 

Before assipinient 



Points To Ba Covarad 



A. Trartor-Tfailer Matiiifr 

1. Fifth wluvis 

2. Kiu/jpiiis 

H. Air H(>se> and Li^jht ( Vjiiiiectioiis 
L: H<X)ku|> 

'J.. Trailer iitr'itsaiul l>rakes 

i\ Land 1 11*^ (tear 

I. Lowerin/j 

'2. Damairo pomt"^ 

0. Sj)e<*iaIi/tM| e(jmi>iiieiit 

( 1 ) Flexivaiis 

( :i) Pi/nr/2:yl>ark K|ui[>ineiit 

I). Trailer F^oadiii^j 

1. : Sa^-ks 

Conhnners 
')., Cariro coiiirol 



Instructional Aids and 
Notas to Instructor 



('liai)ler VII 

Vu-(iraph Slides 
jrrams 



Methmls Handbook 
Loading Diii- 




fOD Farm 2S42^ 
May 19M 



TL-2, 7-1 -4» 
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POST OFFICE OEPARTMEHT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n No 



406 



For (Position) 



Tra«'tor-Tr»il*'r < )i>onitor 



Skill or Topic 



Basic Tima 



2 10 honr» 



Instructor to bs (Position) 

hrUer ln'<rru<-tor ami Kxamuier 



Whsra Should Training b« Conducted? 

Pnu-tirc area 



Typo of Appointmsnt 

VOMINKKS FOUTKACTOU TRAILKU VAlWMUKS: 
.Mot»»r M'Uu U» i>i«'rators rlt^virin;: trartor-trailrr as^i;:n- 
nionts -Nrn oiuiJlio I'^'s luo in;: lunl rra<-tor-r railt-r I'X- 

whri'v Stunt- pan tiiiir TT o|«'ratioii ma> hi* rrquiml 



Ossif. and Act Cods 



Whsn Should Training be Conducted? 



Before assign in cut 



Points To Be Covered 



Actual tiioxi'iiu'iit of a trartor-tnulvr combination in and around 
a M*t pra<'t n c aivii 



instructional Aids and 
Notes to Instructor 



POO Form 3S42^ 
Moy T9M 



n-7. 7-1-49 




ERIC 
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POST OmCC OCPMrTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
Idan. No. 



468 



For (Poiitton) 



TraH4>r -Trailer Oix^rator 



or Topic 



Work .Vsslk'»"it'iit-'' 



Bttic Timo 



124 hours 



Instructor to bo (Position) 

oeltM'tt'tl Onver ()l>s<*rvtT 



Whoro Should Training bo Conductad? 



Typa or Appofntmant j 

NOMI MM:s KOK TH.V(nX)U.TUAILKU VACANriKS . 
Mun»r vt'hn'lf o|KTat(>rN iU»Mrlnk' tra< tor-trailiT a>slKii- 
MM'iUs N'rw <»inplo\t'<'^ lui\ii»« hatl (rarlor-traiUT <»x- 
l«Tit'ini^ .Juniop nu't'luinUH !H'in« pmiuotrU to MVO 
wluTf M)nu' i«ii1-tuui' T-T t»|K'ratJun may hv miuiml 



Oatig. and Act Codo 



Whan Should Training ba Conducted? 



Points To Ba Covarad 



A. Kvulnat i<MW>f pcrfoi'Miaiiro 

H. ( Vilifira! ion I'ortrart >r-t railcM* (^jMM-at Ion 



Initructionol Aids and 
Notat to Instructor 




ERIC 
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360 RURAL CARRIER CRAFT 

361 Xurol Comer Croft Oriantofion ll«quirtm«nrt 



FOST OmCC DCMimiDfT 
CRAFT ORIENTATION REQUIREMENTS 



Trsining 
ld«n. No> 


For (Position) 

Rural Carrier 


Sktlt or Topic 

Safety and Driver Orientatiou 


■osic TImo 

2:00 


Instructor to bo (Position) 

IJnvoi Instructor or Supervisor 

Whoro Shouk Training bo Conductod7 

Classroom or i^uiet area 


Typo of Appointmont 

Regular 

Substitute of Record 


00010. oiMl Act Codo 

71-U 
73-0 



Wtion Should Training bo Conducted? 



Before as^igtitneui to driving duties. 



Points To Bo Covorod 



Instructional Aids and 
Notos to Instructor 



A Rural (-urner'N re^^poiisibility for providiii*^ und inaiuiamin<j 
veliicU* ill ij:no(l operating coiuiitioii 

B. Defen>ive driving.. 

Professional vs. unuiteur drivers 
Proper attitudes 

Explanation of j>tupjjin«: diutunoes (reaction time plu^ 

brakintr time) 
The >nnlh .system (tf spare cushion driviui: 



C I^iHMd traffic iau> and ordinances: 
Pndiibitiun aixainst speedinjr 
KidcN on parkin^r and double parkin*: 

D. Proeechu'e.s to follow in ca^o of an accident 

K l)i^cnN>ion of accident rep(jrt kit 

F. Role of Accident Review Board: 

Preventai)le vs. nonpreventabic accidentj- 
Safe driving awards 

(i. Driver customer relatioiis 

H. Safelv Nlide kit for rural carnei'^ 



I. Seat belt film Muh It Yout /I bit 
J. Five-nule road test 



Handbook M i^7, section KM. 
and POD v-airo 7ii 



Hiinm-film Tht Smtth SysUm 
oj S2)aci Cushwfi Drlvimj 
I Onun -project or and screen 



Accident report kit 



Publicatiiin For lupntH Otdy 



>ilido projector 

Rural carrier safety slides an<l 
script 

lOnun-filni Mah It Your Habit 
Form 1543 



rot F«fm 2S42-A 
Moy tOM 

TL-4, 10-10-^9 
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Croft Orientation ond Skill Troining: fturoi Corritr Croft 



POST OmCM, OIFMTMDIT 
CRAFT ORIENTATION RE<HliK£M£NTS 









SfcHI or TofMC 


Mmtic Timo 




Uural Carra-r 




Responsibility and Duties^ 


J hours 


Imtnictof to to (^tltlon) 


Typ« of Appoifitmont 


OmIs. and Act Co4* 


Postmaster ;ind/or 5?uprr visor 


Regular 


71-0 


Wti»r« Slioyid Trslnint b« Conductt<f 












Substitute of Record 


73-0 



Wh«fi Should Tromtnc b« Conductod? 

Prior to assignment \.o stret.*t dutio:} 



^mtt To Covorod 


Inttructionol Aids «td 
Nottt to Inttructer 


A. L's>e (»f Form 4240 

B. Kelatioiisaliip to postmaster 

C. Sanctity of mails* 

D. Knowledge of route and patron 

K. Protection of postal funds (fixed credit), 

\* \i<i*ai«t <«<tll<^<*t iinil <loll\*<>t* tit\ ritllt*^ till <'II)s*«(^<s lllltl t\*I)0*^ III 

I . ^VllclJlf I iMIVl I llllll LII.1I\C \.fll (ULIlt. tlli viii3:>tT tiiiii \ ^ \ft 

mail 

(i, Prohibition apnn^l curtailing mail witlioi't authorization 

II Identifynii; cla^^^s of mail — determinin*; po^lajre rates f(U' 

each 

I Ideniifyinjx special ^ervicesj —Delivery of accountable mail — 
Determining: fee;* for each 

J Maintenance of roster book 

K. Treatment of undeliverable mail 

L Supplies* and fonns* furnished by Department 


Form 4240 

Orientation Handbook, 
part 220, P~23 

M-37 Handbook 

How to Deliver Accountable Mail. 
:»lide-sound presentation 

Koster book 



ERIC 
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362 ip. 1) 



342 ftwrsl Carrier Shlii TrCMtiifif tt^ir«m*nH 



CHAFT SKILL TRAINING REQUillEMENTS 


1 Rural Carrier 
1 

i 


SUN or Tope 

Office Work — Before Leaving 


Basie Tim* 

I day 



tw t niUo r to b« (Pteitlofi) 

Poitnia»terp SupervUor 
and/or Kurai Carrier 



Typo oC Appoifidnwit 

HunU Currier 
?»ubstitute of Record 



WHm Should Troininc bo Cooductod? 

Local post office 



dooig. ofMl Act Codi 

71-0 
73-0 



Wkm SftOMld Tra AMig bo Conductod? 




Before independent p^ignmeni. 




Ptoints To Bo Covofod 


imtructioiial Aids ond 
Notes to iRstrudor 


A. Obtaining and preparing for casing 


Rural Carrier's Instruction 
xianuDooK, .m-^o/ 


B. L*s"C of carrier case 


Carrier case 


C Learning locations oi separations on case 


Handbook, M-37 


D., How to case mail (.all classes): 
L Casing of letter-size mail 
2,: Casing magazines, papers, flats, etc. 




E. Purpose and nse of carrier route book 


Route book 
Throwback ^'ase 
Applicable forms 


F, Treatment of undeliverabic mail: 

1. : Forwarding 

2. Return 

3. Dis[>osition 


Postal Manual, part 35.> 


(r. Obtaining and receipting for accountable uui! p(»stage due 
items 


Applicable forms 
Handbook, M-37 


H. Strapping mail 




I. i^oading vehicle 





ion 



1U4. tO-10-«f 
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Croft Onentotiofi and Skill Troining: Rural Comer Croft 



Tracing 



For (Positi^) 

Kurol Carntr 



TOST OmCC DEPAftlMOfT 
CRAFT SKILL TftMNfNGJtCQUIIIEMENTS 
SIUII Of Top« 

On Routt' 



In^nictor to bo (Positlofi) j Typo of Appointmont 

Postmaster, Sup«-rvis'>r nnu or Kunilj lUgu!ar 

Car rier i Substitute of Heconi 

Whoro Stiouid TratfiiAg b« ConducCt 1? ^ 
l^ocai office < 




Wtfn Should Trommc bo Conductod? 

Prior to wignmeni to duty. 



ftMits To So Covofod 



A. IJne <)f tnivel of route 



B. Deiiver>" of ordinary mail 
1.. Use of sic^uai flag 

2.: Disposition of [)ai'cels Um large to place in Im)x 
'^. I'.se of Forms 3570 and 4020 

Delivery of signature and accountable m.til: 

!. Obtainnjg receipts for accountable mail delivertnl 

and di;>position of undelivcrable 'irticle^. 
2.: Side of stamps and money orders 
•i. Mailbox irregularities 

4. Collecting r>rdi!iary mail 

5. lr»iiin^ receijit^ for articles collected 
Special delivery (^cluiming fees; 



Instnictiofiol Aids of»d 
( to Instnictor 



M-37 Han*lbo*»k. Form 4003, 
route map 



Applicable fornw 



Form ^^954 



TL-4, 10-70-69 
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TrainiM 
itfM No. 



For (PlHltMNl) 

Kui*4l ( :fcrrivi 



IrtStruetor to b« (Po»itkHi» 

Posciaaster, Siij t-rvisor 
:tnd or R ural Ctrner 
WHtr* Sikould Tratfima Im CofKluct«d? 

Local otficc 

StiouM Tramtnc U« Ctmductvd? 



Prior iiidt'p Midfut ad:»i((iiiucut to duty 



POST OFFICE DCPMITMOfT 
CRAFT SKIU TRAtNiWC REQUHtCiiENTS 

Sluli or Topic 

OrliLv Work-^Hctuni iroiii Houit- 



Typo of Appomtmont 



Uegular 

.Substitute o( Record 




Fdints To Be Covofod 



A r>e <»f F« nil 424i» 

B. Disp(Mti«>n of tiuiil t'i>ilecietl om route 

K Uc^gkieretl. iiiNiirejI. rerti(ie«l uiul COD rollerted 

2, Money •>nler upplk-atious accepted 

1' (Uenraiire f»»i- t« (Mniitabie ami :»igimture mail 
1. Keturii tif uiKleliverables 
2 Pruceii ii res of c lea rai ice 

3. Forms :i5>49 and :iSil 

D. Auswerhijjr offirial r.>mmunicalion> 

E. Ending tour of duty 



Instru^iono! Aids and 
NoCot to Instructor 



Form 4240 



Forms :{849 and 'Ahi\ 
Form 4240 



POO ^•nn aS4»^ 
Mov iHi 
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ERIC 



Training 
ld«n No. 



For (Position) 
Hii.al Carru^r 



fosf omcc omuirMcifr 

CRAFT SKILL TRAINING REQUIREMENTS 

*hiH or Topic 



Basic Tkn* 

2*, 4 or ti hoirs 



Instructor to Cm (P^>ttlon) 

PostnuiiitiT and; or .Sir>i.-rvi>oi 



' Typo of Apprmtmont 

I Kegular 



Substitute of Record 



VVhors Should Tr&imns bo Coniluctod? 

1.0Cal post OffiCf 
Whtn Shotild Trammt bo Conducted? 

After trainee received olheo work .uid direct duties trnminint. 



Dosif. and Act Codo 

71-U 



73-0 



Points To Bo Covorod 



Allow tr.-iiueo tt» pnn-tiro lli•^t^butlll»^ anK luio rM-»e lu whirli 
he nil! Uc a**^ii£iuNl.. CunN **lii>nM lie nuleil hmk to iiulir'ito 
row iiuinber :tii<[ :t|>{>roxiiuatc poMtiou on m^e of >ei):u'atioii. 

*Provide 2 hour> of ca-ing practice for route«5 evaluated les^ thau 30 
hours ueei ly. 4 hours fijr routes e%iilu:ited from 30 to 40 hours; uiid <i 
hours of practice for roule> evaluated over 40 hour?. 



Iftstructional Aids and 
Notos to Instructor 



y \ s ' {>raetiee ranU iiuule up of 
:it lea-»t oO' 0 i»f iiiinie-..»uhlre-.ses 
:in<l or box numbers on ronle.: 



POP h>tm 



<> GPO 1989 O - 301 -74« 
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Craft Orientation and Skill Training: Maintenance 371 .41 

370 MAINTENANCE CRAFT 

371 Supplemertai Instructions for Maintenance Orientation and Croft Skill Training 

371.1 introduction 

.11 Chapter I provides general guidelines for installation, opeiation and management of the 
Standardized Orientation and Craft Skill Training System. This section supplements 
tho.se guidelines and piovides special instructions for situations unique to the Maintenance 
Craft.: Maintenance and other operating officials responsible for implementation of this 
subchapter, must become familiar with Chapter 1 and these instructions. 

.12 A chart (exhibit A), showing tiaining reiiuirements common to two or more craft posi- 
tions, is piovided to aid in scheduling. The problem of convening classes of only one 
or two employees can be minimized by grouping positions as indicated. 

.13 THE TRAINLNG PRESCRIBED IN THIS SUBCHAPTER IS DESIGNED TO MEET 
THE REQUIREMENTS OF THE POSITIONS COVERED. IT IS NOT INTENDED 
THAT EVERY EMPLOYEE RECEIVE TRAINING ON EVERY ITEM OF EQUIP- 
MENT LISTED. LOCAL MANPOWER REQUIREMENTS. BASED ON EQUIPMENT 
DEMANDS AND AVAILABLE SKILLS. SHALL BE THE DETERMINING FACTOR 
IN SCHEDULING TKAININ(;. 

.14 Maintenance officials mu<t continue to plan and arrange for advanced training, manu- 
facturer and contractor traiiting. and special or modified equipment training not covered 
in this handbook. 

.15 The safety officer should advise and counsel the instructor to the extent necessar>. 

371.2 General Orientation 

Most maintenance positions, except for custodial types, are nomally filled by employees 
already on postal roles. These employees should have previously received General Orien- 
tation and theii- Individual Training Recoid. Foim 2548. annotated accordingly. The 
training section will schedule, along with other postal crafts. General Orientation for 
maintenance employees ne'v to the postal service. 

371.3 Craft Orientation 

.31 Maintenance craft orientation is designed to familiarize newly hired or newly assigned 
maintenance employees with the organization and proceduies characteristic of their area 
of maintenance. Therefoie. separate Cratt Orientation is requiied for the three major 
maintenance a leas— building sei vices. equipment maintenance, and vehicle maintenance. 
Grouping employees having common orientcition requirements within each area will make 
it possible to establish orientatior classes: of an acceptable size. 

.3$ Where orientation is conducted at a central facility in multistation cities, conduct the fa- 
cility familiarization tour and instructions on local fire and safety regulations at the 
employee's assigned installation. 

371.4 Craft Sicill Training 

.41 Each employee should receive the training he needs to perform his assigned duties under 
normal supeiTision. Craft skill tiaining is to be given only on those items of equipment or 
jobs on which the employee will work within a shoit time after completion of training. 
The need for skill training will be based on the judgment of the employee's supervisor, 
who will consider the employee's background and skills as well as local equipment re- 
quirements. 
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.42 Skill training will iiornially consist of both classroom and on-the-job training (OJT). Place 
emphasis on OJT where possible and especially in cases where a small number of trainees 
makes classroom instruction impractical. Supervised self-study is suggested as an alter- 
native to classroom instruction for one or two students. In any event, local management 
must be sure that requirements are met and that they are normally accomplished within 
the time allocated. 

,43 Deletion of skill topics, or items within skill topics, will have to be based on supervisory 
and or instiiictor judgment of individual or group needs. For example, eight of the topics 
shown on exhibit A are common to the positions of Mechanic Helper, General Mechanic, 
and Maintenance Mechanic, MPE. Many employees, especially MPE mechanics, already 
possess these basic skills. Some, however, may need training on only certain items within 
a given skill topic. Only the rei|uired training should be given and adjustments in time 
allocations should be made for the topics or items omitted. 

.44 Utilization of Mechanic Helpers and (leneral Mechanics differs from office to office, de- 
pending on equipment requirements and local practice.. No attempt has been made to 
change this. Where Famiihmzation and PrevrnUve Maintenauce topics on specitic items 
of equipment are inappropriate for these positions at certain offices, this training is not 
retiuired. Further, topics such as planning the job, or items within topics such as calcnlat- 
hiff thi speed of (fva^'a and belts may be omitted when classes consist, for example, of 
Mechanics Helpers only. 

.45 This training program is flexible enough to allow for variances in local procedures, to 
provide latitude for individual instructor capabilities and technuiues, and to permit local 
consideration of trainee background and abilities. By carefully considering and planning 
for the many variables, valuable time can be saved without reducing the effectiveness of 
the training program. 

371 .5 Employee Individual Training Record 

.51 Prepare and maintain Individual Training Rtnoids, Form 2548, foi- positions specified 

according to 115.2 and 139, chapter 1. 
.52 When portions of a skill topic are omitted, make a notation on the Individual Training 

Record under "Remarks'* identifying the portions omitted.. Enter reasons for omitting 

training on the reverse of the record. 
.53 In order to provide management with a single source for a complete history of each 

employee's training, also record ail other training (whether local, regional, or national) 

on the Individual Training Record. This will include advanced training, manufacturer 

training, equipment modification training, etc, 
.54 Keep training records on file in a location accessible to maintenance supervisors and 

job instructors. 
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372.1 (p. 1) Orientoti on q nd Skill Troining; Moint#nqnf 

372 Laborer, Custodial; Custodian, and Cleaner 
372.1 Maintenance Craft Orientation Requirements 



POST OFFICE DEPARTMOa 
CRAFT ORIENTATION REQUIREMENTS 


TraininC 
Idtn. No. 


For (Position) 

Laborer, custodial ; Custod- 
ian; and Cleaner 


Skill or Topic 

Introduction to Maintenance Services 


Basic Tims 

1 hour 



Inttf uctor to b« (Position) 
Supervisor 



Whor« Should Training b« Conducted? 

Classroom or Quiet Area 



Typ« of Appointmant 

Regular ' Annual Rate) 
Re^lar (Hourly Rate) 



Dasig. and Act. Coda 

16-e 

36-6 



Whan Should Training ba Conductad7 

If practical, second day in duty status and before assisfnment to job. 



Points To Ba Covarad 

A. Introduction to maintenance 



B. Maintenance organization 

C. Employee/supervisor relationship 

D. Relationship with other craft supervisors 



Instructional Aids and 
Notas to instructor 



16mm projector, screen and 
film Mainstay of the Mail. 
Introduce, show and discuss 
film pointing out the fact 
that most maintenance posi- 
tions are depicted. 

Maintenance organization table 
( use transparency or en- 
larged chart) . 



E. Work area conduct and habits; good housekeeping; 

smoking regulations; personal needs, effects, cleanli- 
ness, and appearance; relationship with other em- 
ployees; horseplay; safety 

F. Wearing of identification badges (in accordance with Demonstrate proper wearing. 

local regulations ) Acquaint employees with 

procedure to follow in case of 
loss. 



O 0 Form 
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372.1 (p. 2) 



POST OfFICe DEPANTMENT 
CRAFT ORIENTATION REQUIREMENTS 


Training 
fd«n. No. 


For (Potttior) 

Laborer, custodial ; Custod* 
ian; and Cleaner 


Skill or Topic 

Responsibilities and Duties of Position 


Baste Tima 

I hour 



Instructor to ba (Position) 
Supervisor 



Wnara Should Training ba Conductad? 

Classroom or Quiet Area 



Typa of Appointmant 

Regular (Annual Rate) 
Hef^lar (Hourly Rate) 



Dasig. and Act. Cod« 

36-6 



Whan Should Trammf: ba Conductad? 

If practical, second day in duty status and before assignment to job. 



Points To Ba Covarad 



A. Job description 

1. Laborer, custodial 

2. Custodian 

3. Cleaner 

B. Work schedules and production standards 

C. Schedule assignment 

1. Hours of duty 

2. Days off 

D. Procedures to follow when unable to report for duty 

1. Telephone number (s) to call 

2. When to call 

3. Use of Form 3971 

E. Time recording procedures (PSDS offices, or Ncn-PSDS 

offices as appropriate) . 

F. Safeguarding building and contents 



instructional Aids and 
Notas to Instructor 



Job description (pass out cop- 
ies, discuss similarities and 
differences). 



Facilities Handbook S-29 or 
8^19. Form 4855. 



Form 3971. 



Review General Orientation 
Requirement, 230 (p. 2). 

Postal Service Manual. 
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372.1 (p. 3) 



Craft Orientation and Skill Training: Maintenance 



POST OFFICE DCPARTMCNT 
CRAFT ORiENTAT ON REQUIREMENTS 



Tr< ting 
Idtn. No. 



For (Position) 



1 



Laborer* custodial; Custod- 
ian; and Cleaner 



SKiil or Topic 

iSafety and Emergency Procedures 



Basic Tims 

45 minutes 



Instructor to bt (Position) 
Supervisor or Job Instructor 



Whtrt Should Training tK Conductsd? 

Classroom or Quiet Area 



;yp« of Appointmtnt 

Regular (Annual Rate) 
Regular i Hourly Rate) 



Dssig. and Act. Coda 
36.6 



Whan Should Training ba Conducted? 
It practical, second day in duty status and before assignment to job. 





Points To Ba Covarad 


Instructional Aids and 
Notas to Instructor 


A. Preventing accidents 


Supervisor's Safety Handbook, 
P~13, Chapter VI 


B. Proper lifting 

C. Proper clothing— no loose sleeves, ties or necklaces 

around moving machinery 


16mm projector, screen and 
film How to Lift Safely (Re- 
late to maintenance assign- 
ments) 


D. Female employees required to wear shoes with low heels 
and also wear slacks when doing high cleaning 




E., Workroom and work area conduct 


Relate to safety 


F. Reporting injuries and illnesses 


Handbook P-13, Chapter 2, 6, 
8. Form 1769, Accident Re- 
port, Postal Service Manual 
461.4. Form 3956, Authoriza- 
tion for Medical Attention. 
Postal Service Manual 436.1. 


G. Reporting of hazardous conditions 

H. Fire prevention, including location of firefighting equip- 

ment 


Form 1767, Report of Hazard, 
Unsafe Condition or Prac- 
tice 


I. Fire and emergency procedures 


Relate to employee's assigned 
installation 


'The safety officer should advise and counsel '^e instructor to the 
extent necessary. 
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372.1 (p. 4) 






Training 
ld«n No. 



for (Position) 



POST OmCC OCPAIVTMCKT 

CRAR ^RIENTATI0r4^REQUIREMENTS^ 

Skill or Topic 



Lahore r, custocital; Custod- 
ian; ami Cleaner 



Tour of Assi^m^l Installation 



Vatic TImo 

I hour 



Instructor to ba (Potition) 
Supervisor 

Whara Should Training b« Conductad? 

Assigned Installation* 



Typo of Appointmant 

Itegular (Annual Kat<') 
Kegular ( Honriy Hate) 



Dat^i. and Act. Coda 

16-6 
36-6 



Whan Should Training ba Conductad? 

It practical second da\ in dut> status aiui Ix't'ore assignment to Job. 



Points To Ba Covarad 



A. Discuss ihai^rani of facility 

B. Lucations where work will be performed 
(J.: Fire exits and ttretighting etiuipnient 

D. Safety hazards 

E. Swing, lunch and locker rooms, timecard racks and time 

clocks. 

F. Location of offices 

1. Maintenance control center 

2. Supply section and supply rooms 

3. (General foreman 

4. Foreman of laf)orers and janitors 

5. Superintendent of Building Services 

Cm. First aid or medical unit 

H. Trash disposal area 

I. Lookout galleries 

Wheie onetitatioM is eunduetcd at a central facility m multistation 
cities<« this tour will he conducteil h> a designated supervisor at ein~. 
plo>ees assigned location. 



Instructional Aids and 
Notas to Instructor 



Prepare simpHfied diagram of 
facility. 



, Handbook 1*~13, Chapters 2, 6, 
8. 
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372.2 Craft OfMfitolioti CNid SkiH Training* MointancHiM 

372.2 MoinfMonct Craft SIcilU Traming Rt€|iiii«mOTts 









••tie Tkm 


ftf«A. No. 










Laborer, cuito<h«l; Custod* 


iiiKMi Housekei^piiiK Ciinic 


8 hours 




ian; ami Cleaner 







ran* QffKX. OCMITMOIT 
CMFT SKIU THAININC IIE<H<iilEli£NTS 



inttructtc to b« (tatHon) 

Supervisor 



Traininic Koom and Work Area 



Typ# of AopoiAtmofit 

Keffular (Annual Rate) 
Hefcular (Hourly Rate) 



DMif. oiHl Act Co«o 

36-6 



¥tht\ ShMiW TroifitfHl bo Conductod? 

Following completion of Craft Orentation, but prior to aisignment to job performance, ^ ^re practical. 



^inta To Bo Covofod 



A. Cleaning routine 

B. Exterior 

C. Lobby 

D. Workrooms 

E. S>^ung and locker rooms 

F. Toilet rooms 
(I. Corridors 

H. Office space 

I. Elevators 
J. Floor care 

K. Reporting damage 



eric; 
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Instrvctionol AiOt oml 
Notot to tfiitrudor 



Good HouBekeeping Clinic Nar- 
rator's Copy, prepared by 
Buildings Branch, Mainte- 
nance Division, Bumu of 
Operations, and the instruc- 
tional aids listed in the 'Tor- 
ward" of that publication. 



It is extremely important that 
you foUow the mrraiion and 
all demonstrations exactly as 
written. 



Craft Orientation and Skill Training: Maintenance 
372.3 Individual Training Record 



372.3 



U.9 POST AL SERVICE 


DATE Entered ON dutv 


NAME OF EMPLOYEE 


INDIVIDUAL TRAINING RECORD 


DESIGN ATION ft AC TlVlTV COOE 


SOCIAL SECURITY NO ] POSITION 

Loboivrt Custooioi« Cvsfodion; 
CUoMr 


SKILL OR TOPIC 


CHECK 


REQUIRED 
INSTRUCTION GIVEN* 


ADDITIONAL 
TRAINING PROVIDED 


SUPERVISOR S 

Signature and 

DATE 


REMARKS 


TNG. 
NEEDS 

W > 


INS T RUC tor's 
INI T 1 AL9 AND 
DATE 


T NG 
T IME 
USED 


INSTRUCTOR S 
INITIALS AND 
DATE 


TnG 
TIME 
USED 


A. GENERAL ORIE N T A TION - A L L TOPICS 
IN GENERAL ORIENTATION GIVEN 
















B. CRAFT ORIENTATION- ALL TOPICS 
IN CRAFT ORIENTATION GIVEN 
































C. CRAFT SKILLS 



























































~ 
















■ . 










































































































































































































































































































] •When opplnoh , in^tftK tor ^halt notr under '*RFMARKS" nddittontti trgininfi in thin ^kiti nffded. 
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373.1 (p. 1) Craft Orientation and Skill Training: Maintenance 

373 Mechanic Helper 

373. 1 Mointenonce Craft Orientation Requirements 



TOST OmCC DErARTMCKr 
CRAFT ORIENTATION REQUIREMENTS 



Training 
Idm. No. 


For (Position) 
Mechanic Helper 


Skill or Topic 

Introductiion to Maintenance Services 


Basic TIma 

2 hours 


Instructor to b« (Position) 

Supervisor or Similar Designee 

Wh«r« Sliould Training ba Conductad? 

Classroom and Work Areas 


Typa of Appointmant 

Regular (Annual Kate) 


Oasig. and Act. Coda 

16-7 



Whan Should Training ba Conductad? 



Bt*fon* as5»ifiTinu»nt to job performance.. 



Points To Ba Covarad 



A. Purpose of maintenance services — **To facilitate move- 

ment of the mails.'* 

B. Organization of local post office 



C. Local maintenance organization and responsibilities 

1. Maintenance, mail processing equipment 

2. Other postal equipment 

3. Building services — cleaning, security guards, ele- 

vator operators and telephone operators, as ap- 
plicable 

4. Building equipment 

D. Tour of maintenance work areas and areas associated 

therewith such as: 

1. Office of director of plant maintenance or postal 

plant engineer 

2. Maintenance office 

3. Stockrooms 

4. Maintenance control office 

5. Medical unit 

6. Locker rooms, swing rooms, lavatories, snack bars, 

cafeteria, etc. 

7< Time clocks/badge readers, including proper use 

8. Elevators, including destinations 

9, Supervisors' offices/stations 
10. Engine room 

IL Others as appropriate to meet local conditions 



Instructional Aids and 
Notas to Instructor 



Introduce, show and discuss 
film Mainstay of the Mails 

Organization chart on chalk- 
board, flip chart or trans- 
parency 

Organization chart on chalk- 
board, flip chart or trans- 
parency,. 

Explain chain-of-command re- 
sponsibilities. 



Prepare written tour plan to 
make maximum use of time 
and ensure complete cover- 
age. Point out safety consid- 
erations and empnasize safe- 
ty at every opportunity. 
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373.1 (p. 2) 



ERIC 



POST OFFICE DtFARTMCNT 
CRAFT ORIENTATION REQUIREMENTS 



Trammg 
Idftn. No. 



For (Posttion) 
Mechanic Helper 



Skill or Topic 

Kesponsibilities and Duties of Position 



Basic Tim« 

1 hour 



Instructor to bo (Position) 
Supervisor or Similar Designee 



Whoro Should Trainins bm Conductad? 

Classroom 



Typo of Appolntmant 

Regular (Annual Rate) 



Datig. and Act Cod* 

16-7 



Whan Should Trainms ba Conductad? 

Before assignment to job performance. 



Points To Ba Covarod 



A. Employee/ supervisor relationship 

B. Necessity for following instructions 

C. Relationship with other craft supervisors 

D. Communications between employee and supervisors 

1. Intercommunications system 

2. Telephone 

3. Two-way radio system 

4. Personal communications ^ 

5. Bulletin boards 

6. Others as appropriate to meet local situations 

E. Schedule assignment 

1. Hours of duty 

2. Days off 

3. Procedure to follow when unable to report for duty 

F. Job description 



Instructional Aids and 
Notas to instructor 



G. Training opportunities 

1. On-the-job 

2. Off-the-job 

3. Employee responsibilities 



Copy of standard job descrip- 
tion. Provide copies as hand- 
outs for each employee. Use 
as outline for explanation 
and discussion. 
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373.1 (p. 3) 



POST OfFICt DEPARTMENT 
CRAFT ORIENTATION REQUIREMENTS 


Training 
ld«n. No. 


For (Potitfon) 

Mechanic Helper 




Skill or Topic 

Kesponsibilities and Duties of Position — Cont. 


B»sic Tim* 



Instructor to b« (Position) 



Typ« of Appointment 



OMif. and Act Coda 



Whara Should Training ba Conducted? 



Whan Should Training ba Conducted? 



Points To Ba Covered 


Instructional Aids and 
Notes to Instructor 


H. Promotion opportunities 

I. Wearing of identification badges (in accordance with 

local regulations) 

J. Use of property pass 

K., Work area conduct and habits — good housekeeping; 
smoking regulations; personal needs, effects, cleanli- 
ness and appearance; relationship with other em- 
ployees ; horseplay ; and safety. 


Demonstrate proper wearing. 
Acquaint employee with pro- 
cedure to follow in case of 
loss. 

Sample GSA Form 7, 
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Craft Orientation and Skill Training: Maintenance 



373.1 (p. 4) 



POST OFFICt DEPARTMENT 
CRAFi- ORIENTATION REQUIREMENTS 



Training 
ld«n. r*o. 



For (Position) 

Mechanic Helper 



Skill or Topic 

Safety 



Instructor to b« (Posit)on) 
Supervisor or Job Instructor 



Whtrt Should Training bo Conducted' 
Classroom and Workroom Floor 



Typo of Appointmont 

Kegular (Annual Rate; 



Whtn Should Training bo Conducted? 

Before assignment to job performance.. 



Points To Bo Covorod 



A. Introduction to safety 

B. Do's of safety 

C. Safety in the use of ladders 

D. On-the-job and ofF-the job safety 

1. Costof injury to the employee 

2. Cost of injury to employer 

E. Lift safely 



F. Electrical safety 

1. On-ofF switches 

2. Lockout switches 

3. Lockout disconnects 

4. Tagging of lockouts 

5. Personal, individual locks 

6. Restoring system to operating condition after 

lockout. 

G, Fire prevention 

'^Tb'^ safety officer should advise and counsel the instructor to the 
extent necessary. 



Basic TImo 

2 hours 



Dosig. and Act. Codo 

16-7 



Instructional Aids and 
Notts to Instructor 



Personnel Handbook Series P- 
16, Instmctor^s Guide for 
Basic Maintenance Training, 
part 4 and pages 23 and 44. 



P-13 Handbook, Chapters 2, 6, 
8 



Introduc e, show and d iscuss 
film Lift Safely. Use lifting 
demonstration model (see 
pages 7, 9 and 51 of Person- 
nel Handbook P-16), 

P-13 Handbook. 

Show and demonstrate use of 
safety switches, lockout de- 
vices/tags/signs, etc, likely 
to be encountered. 



ERIC 



fOO Htm 
May 196* 

TU*, 12-1-70 



209 



373.1 (p. 5) 



Craft Orientation and Skill Training: Maintenance 



POST OFFICE DCFARTMEffr 

CRAFT ORIENTATION REQUIREMENTS 



l(l«n. No. 



For (Position) 
Mechanic Helper 



Skill or Topic 

S a f ety — Continued 



Instructor to b« (?otitlon) 



Whoro Should Training b% Conducted? 



Type of Appointmsnt 



Whtn Should Trsining b« Conducttd? 



Points To Bo Covorod 



H. Fire and fire extinguishers 

1. Class A fires — wood, paper, trash 

2. Class B fires — flammable liquids (oil, paint, grease, 

gas, etc.) 

3. Class C fires — electrical 

I. Local fire and emergency procedures 



J.. Reporting of hazardous conditions 



Basic Timo 



OMig. and Act Codo 



Instructionai Aids and 
Notos to Instructor 



V60 Hrm 2i43^' 



Show and demonstrate use of 
fire extinguishers /extinguish- 
ing agents — chemical, soda 
acid, COj, water (can and 
hose) . 

Pass out copies and discuss lo- 
cal fire and emergency pro- 
cedures. 

Form 1767, Report of Hazard, 
Unsafe Condition or Prac- 
tice. 
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373.1 (p. 6) 



ERIC 



mm omcc OEFAimiENT 
CRAFT ORIENTATION REQUIREMENTS 


Tratning 

{(ten. No. 


For (Position) 

Mechanic Helper 


Skill or Topic 

Introduction to Maintenance Management 


Basic Tim* 

2 hours 



Instructor to bo (Position) 
Maintenance Supervisor or Similar 
Designee 



Whoro Should Training b9 Conducted? 

Classroom and Maintenance Control 



Typt of Appointmtnt 



Kegular (Annual Rate) 



DMig. and Act Codo 



16-7 



Whan Should Training t>a Conducttd? 

Before assignment to job performance. 



Points To Ba Covarvd 



A. Maintenance management program 
L Preventive maintenance 
2. Repair maintenance 



B. Mechanic's responsibilities and importance in the main- 
tenance management program, including use of Form 
4851, Correction Needed. 



C. Work codes, standards and performance frequencies 

D. Form 4777, Check List (General) 



E. Form 4776 series. Route Sheet (General) 

1. Purpose 

2. Interpretation and explanation of terms 

3. Discussion of sample form (old and new, as ap- 

propriate) 

F. Form 4940, Request for Maintenance Work Order 

1. Purpose 

2. Discussion of sample 

3. Preparation of form 



Instructional Aids and 
Notas to Instructor 



Facilities Handbook MS-10, 
Explain clearly the concepts 
of preventive maintenance 
and repair maintenance. 

Form 485L Demonstrate its 
proper use and have em- 
ployee complete one under 
supervision. 



Form 4777. A transparency or 
large oversized sample is rec- 
ommended; otherwise, pass 
out standard sized samples 
for use during discussion. 

Form 4776. 



Pass out copies of Form 4940 
and have employee prepare 
under close supervision. 



POO nm 2M2-A 
May IMS 



12-1-70 



211 



373.1 (p. 7) 



Craft Orientation and Skill Training: Maint«nanc« 



POST OFFICE DCMimiKNT 
CRAFT ORIENTATION REQUIREMENTS 



Traininc 
Idtn. No. 


For (Position) 


Skill or Topic 




Mechanic Helper 


Introduction to Maintenance Management — 
Continued 



Basic Timt 



Instructor to bo (Position) 



Typo of Appointmont 



Dssif. and Act Coda 



Whara Should Training bo Conductad? 



Whan Should Training ba Conductad7 



Points To Ba varad 



G. Form 4941, Maintenance Work Orcler 

1. Purpose 

2. Discussion of sample 

3. Use of employee's maintenance number 

H. Form 4774, Breakclown Investigation Report 

1. Purpose 

2. Discussion of sample 

3. Preparation of form 

I. Guided tour of Maintenance Control Office 



Instructional Aids and 
Notas to instructor 



Sample copy of Form 4941. 



Sample copy of Form 4774. 



Have maintenance control rep- 
resentative explain various 
aspects of system, flow of 
paper, and use of mainte- 
nance data gathered. 

Emphasize necessity of accu" 
racy in data. 



M«y IMS 
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Craft Orientation and Skitt Training: MointenanM 
373.2 Maintenance Craft SIcitts Training Requirement 



373.2 (p. 1) 



Training 
ld«n. No. 


For (Poaltion) 
Mechanic Helper 


SMll or Topic 

Use and Care of Handtools 


Basic Timo 

2 hours 
30 minutes 


Instructor to bo (Position) 

Supervisor or Job Instructor 
Whoro Should Training bo Conductad? 

Classroom or Quiet Area in Shop 


Typo of Appointmtnt 

Ke^lar (Annual Rate) 


Dotig. and Act Codo 

ie-7 




nm OFFICE MEPARTieENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Whtf. Should Training ba Conductod? 

Prior to assignmg significant duties involving use of handtools. The need for skill training will be based on 
the judgment of the employee's supervisor. 



Points To Ba Covarod 



A. General familiarization 



B. Selection of right handtool for the job 

1. Shape considerations 

2. Size considerations 

3. Speed considerations 

4. Safety considerations 

C. Proper use of handtools 

1. To accomplish the job 

2. To prevent damage to the handtools 

3. To prevent damage to equipment being worked on 

4. Safety considerations 



Care of common handtools 

1. Cleaning 

2. Minor repair — removal of nicks and burrs, re- 

placement of handles, etc. 

3. Custody, checkout/check-in/replacement proce- 

dures 



Instructional Aids and 
Notot to Instructor 



Personnel Handbook P-16, ap- 
pendix A 

Part 1, P^16 Handbook 



P-13 Handbook, Chapters 2, 6, 
8 

Handbook Seriti CD-I, Me- 
chanical Fundamentals, part 
III. Demonstrate proper use 
of common handtools. Point 
out results of wrong use- 
damage to the handtool and 
the machine equipment part. 

Form 4787, Broken-Worn Tool 
Report 

Demonstrate and supervise 
proper use of representative 
items. 



E. Hand drills, hacksaws, and soldering irons 

1. Selection, nomenclature, familiarization 

2. Use 

3. Care 



ERIC 
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Craft Orientation and Skill Training? Maintenonce 



POST omcE DCfAfmicHr 

CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n. No. 


For (Position) 

Mechanic Helper 


Skill or Topic 

introduction to Mechanisms and 
Mechanical Kquipment 


Basic Tima 

3 hours 


Inttructor to b% (Position) 
Supervisor or Job Insliuclor 
Wh«r« Should Training bt Conductad? 

Quiet Area and Workroom Floor 


Typa of Appointmant 

Kegular (Annual liate) 


Dasig. and Act Coda 

ie-7 



Whan Should Training ba Conductad? 



Prior to unit on Lubrication if possible. The need for skill training will be based on the judgment of the 
plo>ees supervisor. 



Points To Ba Covartd 



A. lutruductiun tu mechanisms 



B. Purpose of mechanical equipment 



C. Safety considerations 



Instructional Aids and 
Notas to Instructor 



Parts I and II, Appendix I, 
Personnel Handbook Series 
P-15. Manufacturer publica- 
tions such as Bulletin 59216, 
P-13 Handbook, Chapters 2, 
6,8 



D. Terminology 



E. Observation of representative mechanisms and mechani- 
cal equipments in use 



The Installation, Operation 
and Maintenance of Chain 
Drives, published by CHAIN 
Belt Co. Obtain through lo- 
cal representatives. 

Handbook Series CD-I, Me- 
chanical FundamentalSt parts 
I and II. 

Show trainees representative 
mechanisms and equipment 
in use. 
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373.2 (p. 3) 



ERIC 



POST OFFICE C€?AimiCf«T 
CRAFT SKILL TRAINtNQ REQUIREMENTS 



Trammg 
tdtn No. 



For (Poiitton) 

Mechanic Helper 



Skill or Topic 

Lubrication 



e»tic Timo 

2 hourf 



instructor to bo (Position) 

Supervisor or Job instructor 



Whsro Should Training bo Conducttd? 

Classroom 

Whtn Should Troining bo Conductod? 



Typo of Appotntmont 

Regular (Annual Rate) 



Dotif. and Act Cotfo 

16-7 



l^rior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em- 

plo>cr'i> supervibor.^ 



Pomts To Bo Covorod 



A. Functions 

B. Types of lubricants and tools 

C: Importance of using proper lubricant 

D, . Sealing 

E, Preparation for lubrication 

1, Cleaning 

2. Rust removal 

F, Methods of lubrication 

(I, Over lubrication 

U Harmful effects 

2. Safety considerations 

Representative lubrication programs (with emphasis on 
safety) 



Instructimai Aids and 
Notot to Instructor 



Part VII, ^nstnictor's Guide 
for Tminmg Mechanics, Per- 
sonnel Handbook Series P^ 
15. 



Facilities Handbooks MS-12« 
MS-20, or similar handbooks 
providing outlines for lubri- 
cation programs on local 
equipments. 

P~13 Handbook, Chapters 2, 6, 
8 



K>0 fmm 2S42-« 
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Craft OrMfrtotion ond SkUi Training: Mo inNnanc» 



raiT OmCK OCMmMENT 
CRAFT SKILL TRAINING REQUIRCMENTS 


Trainifif 


Mechanic Helper 


Simi or T«pie 

Removal, Installation and Adjustment of 
Equipment 


SMie Tlm« 
2 hours 


ifittrwettr to (^mMKm) 

Supeniior or Jab Instructor 
Whv« SlieuM Trakiifig k% Con4uct«d? 

ClAMroom or Quiet Area 


Typ« of Appeimm«fit 

Keffular (Annual Rate) 


4>Mig. Mitf Act CMto 


WHm SUmiM Trailing tt CmhIucM? 



Prior to assignment to duties involving removal, insUilation and adjustment of equipments. The need for skill 
traminc will be based on the judgment of the employee's supervisor ^ aHii 



^iott To ■« CovtfM 



A. Removal of gearing 

B. Removal and attaching V-belts 

C. Removal and attaching chaina 

D. Removing and installing pulleys and sprockets 
£. Checking aligmnent 

F. Checking belt stretch 

G. Checking chain slack 

H. Replacing covers 

I. Calculating speed of gears 

J. Calculating: 

1. Speed of V-belts 

2. Chain drives 

K. Safety considerations 



IfMlnictieRol AMi ontf 
NoM to Inotrwelof 



Personnel Handbook P-15, In- ^ 
Hructor'a Guide for Train>- 
ing Mechamcs, part IIL 



aioy IMS 



P~13 Handbook, Chapters 2, 6, 
8 
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ERIC 



909T OMCf OCMKTMIff 
CHAFT SKILL THAINIHG HCQUIRCMENTS 




Methanic Helper 


KuntiamontaU of Blueprint Reading and 
Mechanical Ur«iwinfi 


Oaate Xlivia 

2 houn 



Inttnidtf to ^ (fMHIofi) 

Supcn isor or Job Initnictor 



Classroom or Quiet Ar«a 



Typo of A(^po4fl^Hfi#ni 
Regular (Annual Rate) 



Prior to assignments (including technical training) involving blueprinU, drawings or sketches. Tb« 
skill training v. ill l>e Imse^i on the judgment of the employee's supervisor. 



for 



P9km To n% C0imn4 



B. 



Types of drawings 

1. Plain views 

2. Assembly drawings 

3. Detailed drawings 

Dimensioning of drawings 

1. Line dimensions 

2. Circular dimensions 

3. Tolerances 

4. Scales 

5. Visible and invisible lines 

6. Center lines 

7. Line width 

8. Hatch marks 

9. Thread designations 



C. Block diagrams 

D. Sketches 



Handbook Senes CD-I. J#e* 
chanieal FundameitaUt part 
IV and/or part 8, Pertonnti 
Handbook P-16. 



Si7 
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Crcift OriMtotkm ond SkUl Training: MointanaiKe 



I 

Supenitor or Job Instructor 
CUitsroom or Quii^t Area 



racr omci omiirrMmr 

CHAFT SKILL TRAINING mQUIREMCNTS 



Tsrp« of Ap^Blfitmwit 

Uc^iar (Annual RaU*) 



2 hours 



ootf Act. Cotfo 

16-7 



Prior to m(kp«^ii<knt assiRnmcnt to job |M>rfomianco.. Th** n<H-«l for skiU tratninf( will lx» bta^ on the judgment 
of th* f»mpIoy«c*s Kupt*r\ laor. 



^»«its To 00 Covorotf 



A. Importance of planning" 

B. Devising a course of action 

C. Procedure for planninir — (luestions to l>e answered 

1. Where is the job? 

2. What is the job? 

3. What could go wrong? 

4. What tools will lie needed? 

5. What |>arts may be needed? 

6. Will an assistant be needed ? 

D. Course of action 

1. Plan — think or write. 

2. Take action— get tools, parts, etc. and do job 

3. Think Imck — (lid I have every thinpr? 

4. Remember— for next time. 

E. Show application by relating to representative job(s). 



iMnietiwiol A(#i oim 
Hotoo to IfifttrwctOf 



Personnel Handbook P-16, 
part 10 and appendix E. 



Have students work out plan 
for a typical assignment. 
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POST OFFICE DCFAKTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
id«n. No. 



For (Position) 
Mechanic Helper 



Skill or Topic 

Eletrical Parts and Circuits 



Basic Jknm 

8 hours 



instructor to ba (Position) 

Supervisor or Job Instructor 



Whara Should Training t>a Conductad? 

Classroom or Quiet Area 



Typa of Appointmant 

Kegiilar (Annual Rate) 



Datig. and Act Coda 

16-7 



Whan Should Training ba Conductad? 

Prior to assigrnmont involving^ maintenance of electrical equipment. The need for skill training will be based on 
the judgTiif nt of the employee's supervisor.. 



Points To Ba Covarad 



A. Switches 

B. Circuit breakers 

C. Fuses 

D. Lamps 

E. Relays 

F. . Photocells 

G. , Motors 

H. Motor brakes 

I. , Solenoids 
J.: Generators 
K.^ Rectifiers 

L. W iring diagrams and electrical drawings 



H>t> Form 2*4a-t 
SJ Moy 1961 

ERIC 
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Instructional Aids and 
Notas to Instructor 



Handbook Series CD-2, Elec- 
trical Fundamentals, and/or 
similar basic references. 

Representative components. 
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Craft Orientation and Skill Training: Mainttnonc* 



KMT OmCC MEMRTMEfa 
CRAFT SKILL TRAINING REQUIREMENTS 


Trainifut 


For (Potitiofi) 
Mechanic Helper 


Skill or Topic 

Electronic Parts and Circuits 


Basic Timt 

8 hours 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Whoro Should Tromifig bo Conductod? 
Classroom or Quiet Area 



Typo of Appointmont 

Regular (Annual Rate) 



Dotif. and Act* Codo 

16-7 



Whon stiould Trakiiiic bo Conductod7 

Prior to assignment involving maintenance of electronic equipment The need for skill training will be based 
on the judgment of the employee's supervisor.^ 



fotnts To Bo Covorod 



A. Batteries 

B. Transistors 

C. Resistors — symbols, color coding and tolerances 

D. Capacitors 

E. Voltage and current 

F. Circuits 

G. Coils and transformers 

H. Tubes, tube pins and sockets 
L Heater (filaments) 

J. Connections and nodes 
K. Insulators 

L. Ohmmeters, voltmeters, etc. 

M.; Units of electrical /electronic measurement 

N. Reading schematic diagrams 

0. Resistance values and computing resistances 



Instructionol Aids snd 
Notos to Instructor 



Handbook Series CD-2, Elec- 
trical Fundamentals^ and/or 
similar basic references. 

Representative components 



mississr 
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IMT OfftCC DCMRTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 


Traifiiitg 
No. 


For (Potltteo) 

Mechanic Helper 


sun or Topic 

Air Conditioning Equipment (Familiarization 
and Preventive Maintenance) 


Botto Timo 

8 houn* 



inttructor to iio (Pooitton) 
Supervisor or Job Instructor 



Wfioro S^ld Tram:nc bo Conductod? 

Quiet Area and on Equipment 



TyfM of Appointmoftt 

Regular (Annual Rate) 



CNwig. Olid Aet Codo 

16-7 



Wh«n »iowid Training bo Coftductodf 

Prior to routine assignment to assist in preventive maintenance of air conditioning equipment. The need for 
skill training will be based on the judgment of the employee's supervisor. 



Peifitt To Bo Covorod 



A Introduction 

B. Theory of refrigeration 

1< Basic theory of refrigeration 
2. Refrigeration cycle 

C. Self-contained units 

1. Window units 

2. Floor units 

3. Capacity ratings 

4. Operating checks 

5. General maintenance 

D. Centi al systems 

1. Compressors, condensers and chillers 

2. Refrigerants 

3. Cooling towers 

4. Air handlers 

E. Safety 

*Four bour» of classroom instruction (or supervised on-clock study) 
followed hy four hours OJT and close supervision assisting in pre- 
ventive maintenance. 



Inttructionol Aids md 
Nolo* to Inttrwctof 



Facilities Handbook Series 
MS-24, Air Conditioning, 
Parts 1-4 and Part 9. 



P-13 Handbook, Chapters 2, 6, 
8 



POO fmtm 2S41-a 
Mey lOM 



S21 



373.2 (p. 10) 



POST omcE DcnumMMT 
CRAFT SKILL TRAINING REQUIREMENTS 



l<»«n. No. 


For (Position) 

Mochanic Helper 


Skill or Topic 

Tonvoyor (Familiarization and Preventive 
Maintenance) 


Basic Jirrm 
8 hours 


Inttnictor to b« (Pot itlofi) 
Supervisor or Job 'nstnictor 

Wh«r« Should Trolnins bo Conductod? 
Classroom «nd Workroom Floor 


Typo of Appointmont 

Regrular (Annual Rate) 


Dot if. and Act. Codo 

16-7 



Whtn Should Training bo Conductad? 



Prior to being assigned to maintenance on conveyors. The need for skill training will be based on the judg- 
ment of the employee*s supervisor. 



Pemts To Ba Covarod 


Instructional Aids and 

NnfA* fo Instructor 




Facilities Handbook MS-12, 


1.. Bulk 


Bulk Belt Conveyors and 


2. Portable 


MS-26, POD PoHable Cov- 






B. Introduction to the system 


Introduce both types but con- 


1. General de.scri|)tion 


iinp iTiQtriirtinTi nrimaHlv to 


z. Lonve>oi nunineiing sjsiem 


hiilk convevors DointinfiT out 


3. Safety considerations 


t'Kiaf in^ni'mnf inn ADmiPS 


4, Tour of the system (s) 


pnii5i11v wpII fn noTHhAHlp ron« 


vpvniHi P— 1 ^ WanHhook 

VCVdlO* I- AO JIXAllvll^vvlVi 


C. Detailed description and operating principles 


Chapters 2, 6, 8 


1., Nomenclature 


2. Drive unit 




3. Motoi's and motor controls 




4. Gear reduction units 




5. Drive pulley 




6. Conveyor belt 




7.. Belt supports — slider bed and rollers 




8. Tensioning device 




D. Lubrication program 


Part 4, Facilities Handbook 




MS-12 


E. Check lists and route .sheets 


Part 5, Facilities Handbook 




MS-12 


F. Preparations for maintenance 


Employee's lock and key 


1. Requirements regarding shutting down equipment 




for maintenance 




2. Safety considerations on and around system 




3. Materials handtools needed 


Necessary handtools, rags, lub- 




ricants, etc. 
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KMT OmCC DEMirriHEMT 
CRAFT SKILL TRAINING REQUIREMENTS 


Trtininc 

Itfwi. No. 


For (Position) 

Mechanic Helper 


SWII or Topic 

Conveyor (Familiarization and Preventive 
Maintenance) — Continued 


latic Timo 



inttructor to bo (Position} 



Whtro Should Training bo Conductod? 



Typo of AppointmMt 



Dooif. and Act Codo 



Wtion Sliouid Traimni bo Conductod? 



PQtftto To Bo Covofod 



G. Cleaning and lubrication procedures 



H. Cleanup and preparation of forms to turn in to tour 

foreman 

I. Placing system back in operation 

1., Removal of lockouts 

2. Checking disconnects for ON position 

3. Functional tests 

4. Reporting operational status of system 



Instructional Aids and 
Notos to Instructor 



Keep constant lookout for lost 
and damaged mail matter. 



POO f •rm as4a^ 



ERIC 
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POST OfFtCC DEMRTMOir 
CRAFT SKILL miNiNG REQUmEMENTS 


Tralninc 


For <f«itilion> 
Mechanic Helper 


SMII or Topic 

Elevator (Familiarization and Preventive 
Maintenance) 


••tie Time 

8 hours* 



Inttnidor to bo (Potftlofi) 
Superviaor or Job Instructor 



Wtiofo SlwukI Trakikif bo Contfuctod? 
Quiet Area and on Equipment 



Typo of AppoMtmont 

Regular (Annual Rate) 



OMig. ond Act 



Whon Slioutd Troininc bo ConductMir 

Prior to routine assignment to assist in preventive maintenance of elevators. The need for skill training will 
be based on the judgment of the employee's supervisor. 



Points To Vo Covtfod 



A* Introduction 

B. Basic elevator components and their functions 



Ifiotructlonol Aids ond 
Notot to inttructor 



Facilities Handbook MS~21, 

Ehvator Maintenance 



C. General preventive maintenance 

1. Purpose 

2. Base elevator 

3. Service classifications 

4. Basic check lists 

5. Sample check lists 



D. Preventive maintenance check list application 



E. Safety 

*Four hours of classroom instruction (or suP'.'rvised on-the*clock 
study) followed by four hours OJT and close Supervision assisting in 
preventive maintenance. 



P-13 Handbook, Chapters 2, 6, 
8 



ERLC 
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povr omcE ocnunMoir 

CRAFT SKILL TRAINING REQUIREMENTS 


Traininf 
Idtft. No. 


For (Position) 
Mechanic Helper 


Skill or Tdptc 

Edirer-Stacker Machine (Familiarization and 
Preventive Maintenance) 


Batic Hmo 

2 hours 



ERIC 



inttructor to bo (Potttlon) 
Supervisor or Job Instructor 



Wfiofo Should Training b« Conductad? 

Classroom or Quiet Area and 
Workroom Floor 



Typo of Appointmont 

EesTular (Annual Hate) 



Dasly. Mid Act 

16-.7 



Whan Slioutd Traininc ba Conduotad? 

Prior to assignment to work on edger-stmckers. The need for skill training will be based on the juc^i^ent of the 
employee's supervisor.. 



Pointa To Bo Covorad 



A. Introduction 

1. Purpose 

2. Operation, general 

3. Safety considerations 

B. Machine description 

1. Principle of operation 

2. Detailed description 

3. Vibrator hopper 

4. Inclined feeder conveyor 

5. Stacker assembly 

C. Interim check lists and route sheets 

D. Preparations for maintenance 

1. Notifications required when taking machine out of 

service 

2. Safety considerations on and around machine 

3. Disconnect, off and lockout requirements 

4. Materials/tools needed 

E. Cleaning and lubrication 

1. Program 

2. Procedures 

F. Cleanup 

G. Completion of forms to be turned in to tour foreman 

H. Removal of lockouts and placing machine back in opera 

tion 



Instructional Aids and 
Notas to Inttructor 



16mm film on edger-stacker 
operation and S5mm film- 
strip illustrating the total 
canceling system. 



P-13 Handbook, Chapters 2, 6, 
8 



Keep continual lookout for lost 
and damaged mail matter. 



May tfaS 
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POST OmCC DCPAIVTMCKT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
idMi. No. 



For (Petition) 
Mechanic Helper 



Skill or Topic 

Mark II Facer-Canceler (FaniiiUriza\ion and 
Preventive Maintenance) 



Basic Ttma 

5 hours 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Wtioro Sliould Trainifif bo Conducttd? 
Classroom and on the Machine 



Typo of Appokitmont 

Regular (Annual Rate) 



Oosif. and Act Coda 

16-7 



Wtiof) Should Training bo Conductod? 

Prior to assignment to maintenance on facer-cancelers. The need for skill training will be based on the judgment 

of the employee's supervisor. 



^ints To Vo Covorod 



A. Introduction to the machine 

1. General description 

2. Controls 

3. Operating instructions 

4. Safety considerations — operations and maintenance 
6. Checklists and route sheets 

C. Preparation for maintenance 

1. Requirements regarding shutting down for main- 

tenance 

2, Disconnecting from power source 

3., Checklists, handtools, lubricants, rags, etc. 
4.; Special safety considerations — machines with bi- 
color recognition system modification 

D. Cleaning and lul)rication procedures 

E. Cleanup and preparation of forms tc be turned in to tour 

foreman 

F. Placing machine back in operation 

1. Restoring power 

2. Setting of circuit breakers 
3., Functional tests 

4. Reporting operational status of machine 



Inttfuetional Aids and 
Notos to Instructor 



Mark II 2" x 2'' operating and 
maintenance slides. Hand- 
book MS-14, Facer-Canceler 



P-13 Handbook, Chapters 2, 6, 
8 



Students perform under close 
supervision 



ERIC 
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potr omcc ocnurmofT 
CRAFT SKILL TRAINING REQUIREMENTS 



Traminf 
id*fi No. 



For (Potitien) 

Mechanic Helper 



SWII or Topic 



Multiposition Letter Sorting Machine (Familiar- 
ization and Preventive Maintenance) 



inttructof to bo (Potltlon) 
Supervisor or Job Instructor 



Basic Timo 

8 hours 



Whtf« Should Training bo Conducttd? 
Classroom and on the Machine 



Typo of Appolfitmtnt 

Hegrular (Annual Rate) 



Dotig. and Act. Codo 

16-7 



Whon Should Trammf bo Conducttd? 

S^'jud'gm'lirt^rretpYor^^^^^ "''^^ '^■^■"'^ need for skill training will be b«ed on 



Points To Bo Covorod 



A. Introduction to machine 

1. General description 

2. Operating instructions 

3. Safety considerations 

4. Disconnecting electrical power source 

5. Tour of machine 

B. LSM checklists and rc.rte sheets 

C. Console checklists and route sheets 

D. Cleaning and lubrication program 

E. Use of jog cords 

F. Use of piggy-back motor 

0. Procedures for cleaning code wheels of letter carts 
H. Procedures for cleaning outer skin of machine 

1. Preparations for maintenance 

1. Requirements for shutting down equipment 

2. Safety considerations including lockout 

3. Materials/handtools needed 

J. Other cleaning and lubrication procedures 

K. Cleanup and preparation of forms for submission to tour 
foreman 



instructional Aids and 
Notos to Instructor 



POO 9fn 3542-S 
May tfM 

-4, 12-1-70 



Engineering Handbook E-13, 
Multi-Position Letter Sort- 
ing Machine Model 120 and 
121, Chapter 1 ; 2" x 2" LSM 
Operation and Maintenance 
Slides. Point out various 
components. 



P-13 Handbook, Chapters 2, 6, 
8 



LSM letter cart with code shaft 

removed from cait. 
Keep continual lookout for lost 

and damaged mail matter. 

Employee lock and key 



Applicable checklists and route 
sheets. Have students per- 
form cleaning and lubricat- 
ing procedures under clos^ 
supervision. 



ZZ7 
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Craft OrimtaHon and Skill Training: MokitationM 



roir omcc otrMiniDCT 

CRAFT SKILL TRAINING REQUIREMENTS 



Trsininf For (PotitiQfi) 
IdMl. H9. 

Mechanic Helper 



Skill or TopfC 



Multiposition Letter Sorting Machine (Familiar- 
ization ana Preventive Maintenance)— Con t 



tatic Tim* 



Inttrvictor to b« (Potitlon) 



Wli«r* Should Training b« Conducted? 



Typ« of AppeintmoAt 



DMig. and Act Codo 



W>ioft Should Tramtnc b« Coflduct*d7 



POintt To B« Covarod 



L. Returninj? machine to operating condition 

1. Removal of lockouts 

2. Restoration of power 

3. Safety considerations 



Ifittructional Aids and 
Notaa to Instructor 



Exercise care when turning 
CB-16 and CB-1 to ON po- 
sition, as full bin circuitry 
will be thrown off balance. 



ERIC 
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CHAFT SKtlL TMININQ RCQUIHIMENTS 



Itfwi. Ho. 



For (Pe«ni«fi) 

Mechanic Helper 



Parcel Sorting Machine (Familiarization and 
Preventive Maintcr^snce) 



%%%iC TiffM 

8 hours 



Inslnictof to bo (fHwItlofi) 
Supervisor or Job Instructor 



Whort Should Trainkiff So CoDductotfT 
Classroom and on the Machine 



Typo of Appolfitniofit 

Regular (Annual Rate) 



Oooig. and Act Cote 

16-7 



Wtion ShotiM Trsinini bo Ceaductod? 



Prior to asslmment to maintenance on the parcel sorter. The need for skill traininf will be based on the 
judgment of the employee's supervisor. 



MntoTo So Covofod 



A. Introducticn to the machine 

2. Purpose of machine 

3. Genera! description 

3. Safety considerations 

4. Observation of machine 

B. Travelinir deflector 

1. Motor and drive assembly 

2. Conveying assembly 

3. Deflector assembly 

4. Safety lockout 

C. Parcel sorter 

1. Motor and drive assembly 

2. Conveying assembly 

3. Memory unit 

D. Checklists and route sheets 

E. Preparation for maintenance 

1. Shuttinsr down requirements 

2. Lockout procedures 

3. Checklists/lubrication & cleaning schedule 

4. Necessary handtools, lubricants, rags, etc. 

F. Cleaning and lubrications procedures 

G. Cleanup and preparation of forms for submission to tour 

foreman 

H. Placing machine back in operation 

1. Restoring power 

2. Remove lockout 

3. Functional tests 

4. Reporting operational status 



"-y If 



ERIC 



4, 12-1-^0 



ZZ3 



Instnjctiofiol A(dt ond 
Netot to Instructor 



Facilities Handbook MS~2, 
Parcel Sorting Machine, 
Over and Under Type or 
similar publication for local 
equipment. 

P-13 Handbook, Chapters 2, 6, 
8 



Employee's lock and key 



Keep continual lookout for lost 
and damaged mail matter. 



Students i>€rform under close 
supervision. Emphasize safe- 
ty. 



373.2 (p. 18) 



KMT OmCX OOMMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Tr«i).:rHI > For (^ftion) 
idtn. No. 

Mrchanic Helper 


SMI or Topic 

Sack Sorter (Familiarization and Prevwitive 
Maintenance) 


8 hours 


InttructOf to t>« (^ittofi) Typt of Appo^Atmont 

Supervisor or Job Instructor K<»(rular (Annual Rate) 

WMr* Should Training b« Conduct*^? | 
Classroom an(i on the Machine i 


Ooois. and Act Cp«a 

ie-7 



Wh«n Siiould Training bo Conducttd? 



Prior to asRiicnment to maintenance on sack sorters. The need for skill training will be baatd on the jttdfiatAt 
of th«» «'mpioy«»«»*s supf»rvisor. 



Points To Po Covorod 



A. Introduction 

1. Pun)ose of machine 

2. General description of machine 

3. Safety considerations 

4. TerminoloK>' 

5. Familiarization tour of machine 

B. Description and operating principles 

1. Drive <issemblies 

2. Conveyor parts 

3. Carriers 

4. Memory system 

C. Checklists and route sheets 

D. Preparation for maintenance 

1. Shutting down e<iuipment 

2. Checklists lubrication & cleaning schedules 

3. Necessary handtools» lubricants, rags, etc. 

E. Lubrication and cleaning procedures 

F. Cleanup and preparation of forms for submission to tour 

foreman 



ifiotructlofiol Aldt and 
Notoo to liwtmeter 



Facilities Handbook MS-28 
Monorail Sack Sorters, part I 
or similar publication for lo- 
cal equipment 

P-IS HB, Chap. 2, 6,8 



Demonstrate lockout proce- 
dures. 

Keep continual lookout for lost 
and damaged mail matter. 

Have students perform under 
close supervision. Emphasize 
safety. 



G. Placing machine back in operation 

1. Restoring power 

2. Removal of lockout 

3. Functional tests 

4. Reporting operational status 

5. Review of safety considerations 



Craft OrimtoHoR cmd Skill TroMng: MoinlwKmce 
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CRAFT SKILL TRAiNiNQ RCQUIIIfMCNTS 



Tr«iftmg 

1^. No. 



Mechanic Helper 



Tray Transport System (Familiarixation and 
Pr*»vcntivc Maintenance) 



8Mie Time 
8 hours 



Ifvctfucter to be (PetttleA) 
Supervisor or Job Instructor 



Wheft Sfieuitf Trainini M Contfueted? 
Classroom and workroom Floor 



Type ev' App e hUmwU 

Reipilar (Annual Rate) 



OMit- end Act 



Wtwi Slieuld Trstniec be CenducM? 



Prior to bein^ assiped to maintenance on the tray transport systwn. The need for skill training will be based 
on tile judfment of the employee's supervisor 



Mfitt To Cevererf 



A. General description of the equipment 

B. Principles of operation 

1. Drive assemblies 

2. Drive pulley 

3. Drive unit 

4. D;#activation of electrical supply to drive unit 

5. Takeup pulleys— types and locations 

C. Safety considerations 

1. Emergency stop buttons 

2. Disconnect switches 

3. Interlock (electrical) conveyor system 

D. Checklists and route sheets 

E. Preparations for maintenance 

1. Requirements regarding shutting down equipment 

for maintenance 

2. Safety considerations on and around system 

3. Materials needed 

F. Cleaning and lubrication 

1. Program 

2. Procedures 



G. Cleanup and preparation of forms to be turned into tour 

foreman 

H. Placing conveyor system back in operation 

1. Removal of lockouts 

2. Checking disconnects for ON position 



>0 Htm 3S4M 
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Inetmctiofiel Akte end 
Notes to Instructor 



Facilities Handbook MS-20, 
Tray Transport Conveyors 



Identify and point out during 
complete tour of system. 

P-13 Handbook, Chapters 2, 6, 
8 



Keep continual lookout for lost 
and damaged mail matter. 



Necessary handtools, rags, lub- 
ricants, etc. Students per- 
form under close supervision. 
Emphasize safety. 



373.3 



Craft OriMttotion and Skill Training: Mdntanonw 



373.3 individual Training Recofd 



U.S. »0«T*(. tCnviCC 

MOIViOUAL TRAMINC ftCCORO 



OATt TN T t«CO ON OUT T 



OrtlCHAT ON « AC Tl VI r T CODC 



tOCtAU «eCM«»T ♦ HO 



POSI T iOn 



A. CCNKMAL OfllCNTATlON-ALL TOPICS 
IN GKNCNAl OmCNTATtON GIVEN 



CRA^T OttlCNTATlON-ALL TOPICS 
IN CNArT OWtfNTATlON GIVCN ^ 



CMCCK 
TNG. 
NCCOS 



C. CRAf T SKILLS 



». U»C AND C aH» O* '^AWnToOu* 



i I.U VmC A T ION 
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Craft Orientation and Skill Training: Maintenance 
374 General Mechanic 

374.1 Maintenance Craft Orientation Requirements 



374.1 (p. 1) 



POST omOE OCPARTMCNT 
CRAFT ORIENTATION REQUIREMENTS 



Training 
idtn. No. 



For (Position) 

General Mechanic 



Skill or Topic 

Introduction to Maintenance ^Services 



Basic Tims 

2 hours 



Instructor to b« (Position) 

^Supervisor or Similar Designee 



Whsrs Should Training Conductsd? 

Classroom anii Work Areas 



Typo of Appolntmsnt 

Keguiar (Annual Kate) 



Ossig. and Act Coda 

ie-7 



Whsn Should Training bs Conductsd? 

Before assignment to job performance. 



Points To Bs Coversd 



A, Purpose of maintenance services — "To facilitate move- 

ment of the mails/' 

B. Organization of local post ottice 



C. Local maintenance organization and responsibilities 

1. Maintenance, mail processing equipment 

2. Other postal equipment 

3. Building services — cleaning, security guards, ele- 

vator operators and telephone operators, as ap- 
plicable 

4. Building equipment 

D, Tour of maintenance work areas and areas associated 

therewith such as : 

1. Ottice of director of plant maintenance or postal 

plant engineer 

2. Maintenance ottice 

3. Stockiooms 

4. Maintenance control ottice 

5. Medical unit 

6. Locker rooms, swing rooms, lavatories, snack 

bars, cafeteria, etc, 

7. : Time clocks^ budge readers, including proper use 

8. Elevators, including destinations 

9. Supervisors* ottices/stations 

10. Engine room 

11, Others as appropriate to meet local conditions 



ioAtructional Aids and 
Notss to Instructor 



Introduce, show and discuss 
film Mainstay of the Mails 

Organization chart on chalk- 
board, flip chart or transpar- 
ency. 

Organization chart on chalk- 
board, flip chart or transpar- 
ency. 

Explain chain-of-command re- 
sponsibilities. 



Prepare written tour plan to 
make maximum use of time 
and ensure complete cover- 
age. Point out safety consid- 
erations and emphasize safe- 
ty at every opportunity. 



374.1 (p. 2) 



TOST OFFICC DCmitniKNT 
CRAFT ORIENTATION REQUIREMENTS 



Trmning 
id«n No. 


For (Position) 

General Mechanic 




Skill or Topic 

Uesponsihtlities and Duties of Position 


Bosic Timo 

1 hour 


Instructor to b« (Position) 

Supervisor or Similar Uesig^nee 


Typ« of Appointment 

KefCular (Annual Hate) 


Dosis. and Act Code 

lC-7 


Wh«r* Should Training b« Conducted? 

Classroom 



When Should Training be Conducted? 



Before assifpiment to job performance. 



Potntt To Be Covered 


Instructional Aids and 
Notes to Instructor 


A, Employee supervisor relationship 




Necessity for following instructions 




C. Relationship with other craft supeiTisors 




D. Communications between employee and supervisors 

1. Intercommunications system 

2. Telephone 

3. Two-way radio system 

4. Personal communications 

5. Bulletin boards 

6. Others as appropriate to meet local situations 




E. Schedule assignment 
1., Hours of duty 

2. Days off 

3. Procedure to follow when unal)le to report for duty 




F. Job description 

Training opportunities 

1. On-the-job 

2, OfT-the-job 

3., Employee responsibilities 


Copy of standard job descrip- 
tion. Provide copies as hand- 
outs for each employee. Use 
as outline for explanation 
and discussion. 


fOO Form 2M2-A 
ly 19^ 
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Craft Orientation and Skill Training: Maintenance 



(p. 3) 



rosT omcc ocnuiTMCNT 
CRAFT ORIENTATION REQUIREMENTS 



Tramtng 
td«n. No. 



For (Petition) 

(toni'ral ^^oohanlc 



Skill or Topic 

R(>8ponsi))iiitios and Dutios of Position— Cont. 



8«tic T(mo 



Instructor to bo (Position) 



Whort Should Training bt Conducted? 



Wh«n Should Tratmni be Conducted? 



Typo of Appointmont 



Dosic. and Act. Coda 



Points To Ba Covarad 



H, Promotion opportunities 

L Wealing of identification badges (in accordance with 
local regulations) 



J.: Use of property pass 

Work area conduct and habits — good housekeeping; 
smoking regulations; personal needs, effects, cleanli- 
ness and a])pearance; relationship with other emplo>- 
ees;^ horseplay : and safety. 



Instructional Aids and 
Notas to Instructor 



Demonstrate proper wearing. 
Acquaint employee with pro- 
cedure to follow in case of 
loss.: 

Sample GSA Form 7 



POO farm 2542.A 
-iy 1961 
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Wh«n Should Trammt b* Conducted? 

Before assignment to job performance.. 



I^ointt To Bo Covorod 



A. Introduction to safety 

B. Do's of safety 

C. Safety in the use of ladders 

D. On-the-job and off-the-job safety 

1. Cost of injury to the employee 

2. Cost of injury to employer 

E. Lift safely 



Training 
Idon. No. 


For (Potitioo) 

General Mechanic 


Skill or Topic 
Safety 


Basic Timo 

2 hours 


Instructor to b« (Potttlon) 
Supervisor or Job Instructor 
Whora Should Training bo Conducted? 

Classroom and Workroom Floor 


Typo of Appointmont 

RefiTuIar (Annual Rate) 


Dasig. and Act Coda 

16-7 



POST OmCC nOFMITMDtT 

CRAFT ORIENTATION REQUIREMENTS 



F. , Electrical safety 

1, : On-off switches 

2, Lockout switches 

3, Lockout disconnects 

4. Tagging of lockouts 

5. Personal, individual locks 

6. Restoring system to operating condition after lock- 

out 

G. Fire prevention 

*The safety officer should advise and counsel the instructor to the 
exU'nt nrcessarv. 



Instructional Aids and 
Notos to Instructor 



Personnel Handbook, Series P- 
16, Instructor's Guide for 
Basic Maintenance Training, 
part 4 and pages 23 and 44. 



P-13 Handbook, Chapters 2, 6, 
8 



Introduce, show and discuss 
film Lift Safely. Use lifting 
demonstration model (see 
pages 7, 9 and 51 of Person- 
nel Handbook P-16). 

Show and demonstrate use of 
safety switches, lockout de- 
vices/tags/signs, etc., likely 
to be encountered. 



fOO Htm 2S43-'A 
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374.1 (p. 5) 



Training 


For (Position) 


SWM or Toptc 


Basic Timo 


ld«n. No. 










General Mechanic 


Safety— Continued 





POST OFFICE owjnrnm 
CRAFT ORIENTATION REQUIREMENTS 



Instructor to tf (Position) 



Typo of Appointmont 



Otiig. and Act Coda 



Whara Should Training bo Conductad? 



Whan Should Train'ng ba Conductad? 



Points To 8a Covarad 



H. Fires and fire extingnJishers 

1. Class A fires — wood, paper, trash 

2. Class B fires— flammable liquids (oil, paint, grease, 

gas, etc.) 

3. Class C fires — electrical 

L Local fire and emergency procedures 



J. Reporting of hazardous conditions 



instructional Aids and 
Notas to Instructor 



Show and demonstrate use of 
fire extinguishers /extinguish- 
ing agents — chemical , soda 
acid, COo, water (can and 
hose) , 

Pass out copies of and discuss 
local fire and emergency pro- 
cedures. 

Form 1767, Report of Hazard, 
Unsafe Condition or Practice 



ERIC 



POO Fgrm 2S4a-A 
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mm OFFICC DEPARTMENT 
CRAFT ORIENTATION REQUIREMENTS 



Training 

i(Mn. No. 


For (Position) 

General Mechanic 


SMll or Toptc 

Introduction to Maintenance Management 


Basic Tima 

2 hours 


Instructor to b% (Position) 

Maintenance Control Supervisor or 
Similar DesigntH' 

Whor» Should Training Conductad? 

Classroom and Maintenance Control 


Typa of Appointmant 

Keffular (Annual Rate) 


Dasig. and Act Coda 

16-7 



Whan Should Training ba Conductad? 



Before assi^ment to job performance. 



Points To Ba Covarad 



A. Maintenance managrement program 

1. : Preventive maintenance 

2. Repair maintenance 

B. Mechanic's responsibilities and importance in the main- 

tenance management program, including use of Form 
4851, Correction Needed. 

C. Work codes, standards and performance frequencies 

D. Form 4777, Check List (General) 



E. Form 4776 series. Route Sheet (General) 

1. : Purpose 

2. Interpretation and explanation of terms 

3. Discussion of sample form (old and new, as ap- 

propriate) 

F. Form 4940, Request for Maintenance Work Order 

1. : Purpose 

2. Discussion of sample 

3. Preparation of form 



instructionai Aids and 
Notas to Instructor 



Facilities Handbook MS-10. 
Explain clearly the concepts 
of preventive maintenance 
and repair maintenance* 

Form 4851. Demonstrate its 
proper use and have em- 
ployee complete one under 
supervision. 

Form 4777. A transparency or 
large oversized sample is rec- 
ommended; otherwise, pass 
out standard sized samples 
for use during discussion. 

Form 4776 



Pass out copies of Form 4940 
and have employee prepare 
under close supervision. 



fOO Form 2S42-A 
May \969 
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374.1 (p. 7) 



Traininc 


For (Poiition) 


Skill or Topic 


Batie Timo 


lil«n. No. 










General Mechanic 


Introduction to Maintenance Management — Cont 





mr omcc DCPMnrMOir 
CRAFT ORIENTATION REQUIREMENTS 



instructor to bo (Position) 



Typo of Appointmont 



Oosig. and Act Coda 



Wtioro Should Training bo Conductod? 



Whtn Should Training bo Conductod? 



Points To Ba Covarod 


Instructional Aids and 
Notas to Instructor 


G. Form 4941, Maintenance Work Order 


Sample copy of Form 4941 


1. Purpose 




2. Discussion of sample 




3. Use of employee's maintenance number 




H., Form 4774, Breakdown Investigation Report 


Sample copy of Form 4774 


1. Purpose 




2. Discussion of sample 




3. Preparation of form 




1. Guided tour of maintenance control office 


Have maintenance control rep- 




resentative explain various 




aspects of system, flow of 




paper, and use of mainte- 




nance data gathered. 




Emphasize necessity of accu- 




racy in data. 



POO Form 2S43-A 



T-rJ^r> 12-1-70 



239 



^^^'^ Croft Orientation and Skill Training: Molntwicmc* 

374.2 Maintenance Craft Skills Training Requirements ~ 



KMT OFFICE DCPARTMCNT 



Trsinmt 
ld«n. No. 


For (Position) 

General Mechanic 


Skiil or Topic 

Use and Care of Handtoola 


Basic Timo 

2 hours 
30 minutes 


instructor to b« (Position) 
Supervisor or Job Instructor 
Whoro Should Training t% Conducted? 

Classroom or Quiet Area in Shop 


Typo of Appointment 

Regrular (Annual Rate) 


Dotig. and Act Codo 

16-7 



Whon Should Training ba Conducted? 



ru1^/entTf&4{^y'^^^^ The need for skill training will be based on the 



Points To Ba Covortd 



A. General familiarization 



B. Selection of rijrht handtool for the job 

1. Shape considerations 

2. Size considerations 

3. Sp^^ed considerations 

4. Safety considerations 

C. Proper use of handtools 

1.. To accomplish the job 

2. To prevent damage to the handtools 

3. To prevent damage to equipment being worked on 

4. Safety considerations 



D. Care of common handtools 
1., Cleaning 

2. Minor repair— removal of nicks and burrs, replace- 
ment of handles, etc, 

3. Custody, checkout 'check-in 'replacement 
dures 

Hand drills, hacksaws, and soldering irons 

1. Selection, nomenclature, familiarization 

2. Use 

3. T'are 



instructtonal Aids and 
Notts to Instructor 



proce- 



Personnel Handbook P-16, ap- 
pendix A 

Part I, P-16 Handbook 

P-13 Handbook, Chapters 2, 6, 
8 



Handbook Series CD-I, Afc- 
chanical FundanipntalSf part 
in. Demonstrate proper use 
of common handtools. Point 
out results of wrong use- 
damage to the handtool and 
the machine equipment part. 

Form 4787, Broken-Wom Tool 
Report 

Demonstrate and supervise 
proper use of representa- 
tive items. 



3' 
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374.2 (p. 2) 



POST omcc DcnumrMENT 

CRAFT SKILL TRAININC REQUIREMENTS 



Training 
Id4»n. No. 



For (PwHten) 

General Mechanic 



^ili or Topic 

IntroiJuction to Mechanisms and Mechanical 
Equipment 



Basic Timo 

l\ hours 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Wtioro Should Training ba Conductad? 

Quiet Area and Workroom Floor 



Typa of Appointmant 

Regular (Annual Rate) 



Dasig. and Act. Coda 

16-7 



Whan Should Training ba Conductad? 

Prior to unit on lubrication if possible. The need for skill trainrnj? will be based on the judgment of the em- 
ployee's supervisor.. 



Points To Ba Covarad 



A. Introduction to mechanisms 



Instructional Aids and 
Notas to Instructor 



B. Purpose of mechanical equipment 

C. Safety considerations 

D. Terminology 

E. , Observation of representative mechanisms and mechani- 

cal equipments in use 



A. Parts I & II, Appendix I, 
Personnel Handbook. Se- 
ries P~15, Instructor's 
Guide for Training Me- 
cha n ics. Ma nu f actu rer 
publications such as Bulle- 
tin 59126, The Installation, 
Operation and Mainte- 
nance of Chain Drives, 
published by CHAIN Belt 
Co. Obtain through local 
representatives. 

Handbook Series CD-I, Me- 
chanical Fundamentals, 
parts I and II. 

Show trainees representative 
mechanisms and ecjuip- 
ment in use. 



C. P-13 Handbook, Chapters 2, 
6, 8 



ERIC 
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374.2 (p. 3) 



POST OmCC DCPAimiCKT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trainmc For (Position) 
id«n No 




Skill or Topic 




Botic T(m« 


j Inwral Mochamc 

1 




Lubrication 




2 hours 


Instructor to bm (Position) 


Typo of Appointmont 


DMig. ond Act Cod« 


Supervisor or Job Instructor 


RoKular (Annual Uatt-) 


16-7 


Whtro Should Trammg b« Conducttd? 










Classroom 





















Whon Should Tratninc bo Conducttd7 



Prior to assifsmingr to lubrication duties. The need for skill training will be based on the judgment of the em- 
ployet- s sup<»r\isor.. 



Point* To B« Covorod 


Inttructkmol Aids ond 
notM io insiniccor 


A. 


Functions 
















B. 


Types of lubricants and tools 




C. 


Importance of using proper lubricant 




D. 


Sealing 




E. 


Preparation for lubrication 






1. Cleaning 






2. Rust removal 




F. 


Methods of lubrication 




&. 


Over lubrication 


P-13 Handbook, Chapters 2, 6, 




1. Harmful effects 


8 




2. Safety considerations 






Representative lubrication programs (with emphasis on 


Facilities Handbooks MS-12, 




safety) 


MS-20, or similar handbooks 






providing outlines for lubri- 






c? tion programs o n local 






equipment. 



POO Ftrm 
May 19M 
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374.2 Cp. 4) 



rotr OffKX. DCMITTMCNT 
CRAFT SKILL TRAINIt4C REQUIREMENTS 



Tramifif 
ltf«n. No. 



For (Fotttion) 

General Mechanic 



Sfclil or Topic 



Rc^moval, InsUUation and Adjustment of Equip* 
m»*nt 



■•tic Timo 

2 hours 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Whoro Should Training bo Conductod7 
Classroom or Quiet Area 



Typo of Appo^tmont 

fie^ular (Annual Rat^) 



Oosif. and Act. Coda 
16-7 



Whon Sliould Troming bo Conducted? 

Prior to assignment to duties involving removal, installation and adjustment of equipment. The need for skill 
training w ill l>e \ms*\\ on the judgement of the employee's supervisor. 



Points To Covond 



A. Removal of gearing 

B. Removal and attaching V-belts 

C. Removal and attaching chains 

D. Removing and installing pulleys and sprockets 

E. Checking alignment 

F. . Checking l)elt stretch 

G. Checking chain slack 

H. Replacing covens 

I. Calculating speed of gears 

J. Calculating: 

1. Speed of V-belts 

2. Chain drives 

K. Safety considerations 



POO i^tm 2S4M 
Tt-6. 12-1-70 



Instructional Aids and 
Notos to Instructor 



Personnel Handbook P-15, /n- 
structor's Guide for Train- 
ing Mechanics^ part III 



P-13 Handbook, Chapters 2, 6, 
8 



ERIC 
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374.2 (p. 5) 



KMT OFFICC DiMffTMOfr 
CRAFT SKILL miNING REQUillEMENTS 





For (^Hion) 
General Mechanic 


Skill or ^optc 

Fun<lamentals of Blueprint Reading and 
Mechanical Drawings 


Sosic Timo 

2 hours 


Inttrwctor to bm (PotitloA) 
Supervisor or Job Instructor 

WfMf* SfMHild Tralninf bm Conducted? 
Classroom or Quiet Area 


Typo of AiHSOlntmont 

Regular (Annual Rate) 


Dooig. and Act Co^ 

16-7 



Whon Shoitid Trotmnc bo Conducted? 



Prior to assignments (including t^hnical training) involving blueprints, drawings or sketches. The need for 
skill training will be l>ased on the judgment of the employee's supervisor. 



^tnts To Bo Covofod 



A. Types of drawings 

1. Plain views 

2. Assembly drawings 

3. Detailed drawings 



Inttnietionol AkH and 
Notoo to Instructor 



Handbook Series CD-I, Me- 
chanical Fundamentals, part 
IV, and/or part 8, Personnel 
Handbook P-16. 



B. Dimensioning of drawings 

1. Line dimensions 

2. Circular dimensions 

3. Tolerances 

4. Scales 

5. Visible and invisible lines 

6. Center lines 

7. Line width 

8. Hatch marks 

9. Thread designations 



C. Block diagrams 

D. Sketches 



rap F«rm 2S41^ 
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374.2 Cp.6} 



NMT OnnCE OCMIRMCNr 
CRAFT mil TKAINING REQUIREMENTS 





for (fotftton) 






Vatic Tlma 


General Mechanic 




Planning the Job 


2 hours 


Inttruetor to Im (fotitlon) 

Supervisor or Job Instructor 


Ty^ of ApfMinlmmt 

Regular (Annual Rate) 


D«slg. an^ Act Ms 

16-7 


Wh«r« SHouM Tracing b9 CofMfuct«a7 
Classroom or Quiet Area 









Whan Should Traminf ba ConductadT 



Prior to imtependent assignment to job performance. The need for skill training will be based on the judgment 

of the employee's supervisor. 



Paintt To Ba Cavarad 



A. Importance of planning 

B. Devising a course of action 



iMtmcttonal Aida M»d 
Notaa to Inttruetor 



Personnel Handbook P-16, part 
10 and appendix E 



C. Procedure for planning — questions to be answered 

1. Where is the job? 

2. What is the job? 

3. What could go wrong? 

4. What tools will be needed? 
6. What parts maybe needed? 
6. Will an assistant be needed? 



D. Course of action 

1. Plan — think or write. 

2. Take action— get tools, parts, etc, and do job 

3. Think back — did I have everything? 

4. Remember — for next time. 

E. Show application by relating to representative job(s). 



Have students work out plan 
for a typical assignment. 



POO ffm IMl-a 

Moy laai 
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374.2 (p. 7} 



POST OfFICff Dd^^MTMOffT 
CHAn SKILL TiTAINiNG ll£<Hlli^CMCNTS 



ItfM. No. 



General Mechanic 



Electrical Parts and Circuits 



tMie Tim* 

8 hours 



instrucSac to aa (^maa) 

Supervisor or Job Instructor 
Whf Stiauld Trainlaa b« Conductatf? 
Classroom or Quiet Area 



Typo of AmpoiattiMAt 
Regular (Annual Rate) 



Ootif. imd Act. 

16-7 



Whm St»oyM Trsiniftc bo Comdwctotf 7 



Prior to assij^nment involvinf^ maintenance of electrical ei^uipment. The need for fkill training will be based on 
the judgment of the employee's supervisor.. 



Foifitt To Bo Covoiod 



A. Switches 

B. Circuit breakers 

C. Fuses 

D. Lamps 

E. Relays 

F. Photocells 

G. Motors 

H. Motor brakes 

I. Solenoids 
J* Generators 
K. Rectifiers 

L. Wiring diagrrams and Electrical Drawings 



Ifitlfuclionoi Ald« ond 
Notos to Instructor 



Handbook Series CD~2, Elec- 
trical Fundamentals, part II, 
and/or similar basic refer- 
ences. 

Representative components. 



issrssrsar 

Moy IMS 
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POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 


Traintnf 
Idan. No. 


For (Potitton) 

General Mechanic 


Skill or Topic 

Electronic Parts and Circuits 


Basic Tim* 

8 hours 



Instructor to ba (Position) 
Supervisor or Job Instructor 



Whara Should Traininf ba Conductad? 

Classroom or Quiet Area 



Typa of Appointmant 

Re^lar (Annual Rate) 



Dasif. and Act Coda 

16-7 



Whan Should Tr^tmnflr ba Conductad? 



Prior to assignment involving maintenance of electronic equipment The need for skill training will be based on 
the judgment of the employee's supervisor.. 



Points To Ba Covarad 



A. Batteries 

B. Transistors 

C. Resistoi-s — symbols, color coding and tolerances 

D. Capacitors 

E. Voltage and current 

F. Circuits 

G. Coils and transformers 

H. Tubes, tube pins and sockets 
L Heaters (filaments) 

J.: Connections and nodes 
K. Insulators 

L. Ohmmeters, voltmeters, etc. 

M, Units of electrical /electronic measurement 

N. Reading schematic diagrams 

0. Resistance values and computing resistances 



Instructional Aids and 
Notas to Instructor 



Handbook Series CD-2, Elec- 
trical Fundamentals, part I, 
and/or similar basic refer- 
ences. 

Representative components. 



fOO fpm 2S42-I 
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374.2 {p. 9) 



POST OFFICE DEPAimiEMT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n. No. 


For (Position) 

General Mechanic 


Skill or Topic 

Air Conditioning Equipment (Familiarization 
and Preventive Maintenance) 


Basic Tima 

8 hours* 


Instructor to b« (Position) 
Supervisor or Job Instructor 
Whftre Should Training ba Conducttd? 

Quiet Area and on Equipment 


Typa of Appointmant 

Regular (Annual Rate) 


Dasig. and Act Coda 

16-7 



Whan Should Training ba Conductad? 



Prior to routine assignment to assist in preventive maintenance of air conditioning equipment. The need for 
skill trainmg will be based on the judgment of the employee's supervisor. 



Points To Ba Covarad 



A. Introduction 

B. Theory of refrigeration 

1. Basic theor>' of refrigeration 

2. Refrigeration cycle 



Instmctkmat Aids and 
Notas to Instructor 



Facilities Handbooks MS-24, 
Air Conditioning, parts 1-4 
and pai*t 9.. 



C. Self-contained units 

1. Window units 

2. Floor units 

3. Capacity ratings 

4. Operating checks 

5. General maintenance 



D. Central systems 

1. Compressors, condensers and chillers 

2. Refrigerants 

3. Cooling towers 

4. Air handlers 



E. Safety 

•Four hours of classroom instruction (or supervised on-the-clock 
study) fo!la\vt»d by four hours OJT and close suoervision assisting in 
preventive maintenance. 



P-13 Handbook, Chapters 2, 6, 
8 



fpO fffm 2S4M 
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ERiC 



POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
id«n No 



For (Position) 

CJeneral Mechanic 



Skill or Topic 

Convi'vur (Familiarization and Preventive Main- 
tenance) 



Basic Tim« 

8 hours 



instructor to b« (Position) 

Supervisor or Job Instructor 
Whara Should Training ba Conductad? 

Classroom and Workroom Floor 



Typa of Appointmant 

Ref?ular (Annual Rate) 



Desig. and Act. Coda 

16-7 



When Should Training ba Conductad? 

Prior to being assigned to maintenance on conveyors, Th? neeil for skill training will be based on the judgment 
of the employee's superv'isor. 



Points To B« Covarad 



A, Types i)f conveyors 

L Bulk 
2. Portable 

B. Introduction to the system 

1, (General description 

2, Conveyor numberinpr system 

3, Safety considerations 

4, Tour of the system (s) 



C. Detailed description and operating principles 

1. : Nomenclature 

2. Drive unit 

3. Motors and motor controls 

4. Clear reduction units 

5. Drive pulley 

6. Conveyor belt 

7. Belt supports — slider bed and rollers 

8. Tensioning device 

D. Lubrication program 



E. Checklists and route sheets 



May 19M 
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Instructional Aids and 
Notes to Instructor 



Facilities Handbooks MS-12, 
and MS-26. 



Introduce both types but con- 
fine instruction primarily to 
bulk conveyors pointing out 
that information applies 
equally well to portable con- 
veyors. 

P-13 Handbook, Chapter 2, 6, 
8 



Part 4, Facilities Handbook 
MS~12 

Part 5, Facilities Handbook 
MS-12 



374.2 (p. 11) 



Craft Orientation and Skill Training: Maintenance 



POST OFFICE OCPARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n. No 



For (Position) 

General Mechanic 



Skill or Topic 



Conveyor (Familiarization and Preventive 
Maintenance ) — Continued 



Instructor to b« (Position) 



Whsre Should Training be Conducted? 



Basic Time 



Type of Appointment 



When Should Training be Conducted? 



Deng, and Act. Code 



Points To Be Covered 


Instructional Aids and 


Notes to Instructor 


F., Preparations for maintenance 


Employee's lock and key 


1., Requirements regarding shutting down equipment 




for maintenance 


Necessary handtools, rags, lub- 


2. Safety considerations on and around system 


ricants, etc. 


3. Materials; handtools needed 




G. Cleaning and lubrication procedures 


Keep constant lookout for lost 




and damaged mail matter 


H. Cleanup and preparation of forms to turn in to tour 




foreman 





h Placing system back in operation 
1.. Removal of lockouts 
2. Checking disconnects for ON position 
S. Functional tests 

^ Reporting operational status of system 



raO Form 2S42«t 
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374.2 (p. 12) 



Instructor to b« (Position) 


Typ« of Appointment 


D«sif . and Act. Cod« 


Supervisor or Job Instructor 


Regular (Annual Rate) 




Wh«r« Should Training b« Conducted? 






Quiet Area and on Equipment 







POST OFKICE DEPARTMCHT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
tdan. No. 



For (Position) 
General Mechanic 



Skill or Topic 

Elevator (Familiarization and Preventive Main- 
tenance) 



Basic Tim* 

8 hours* 



When Should Trai^'^s ba Conducted? 



Prior to routine assignment to assist in preventive maintenance of elevators. The need for skill training will 
be based on the judgment of the employee's supervisor,. 



Points To Be Covered 



A. Introduction 

B. Basic elevator components and their functions 

C. General preventive maintenance 

1. Purpose 

2., Base elevator 

3. Service classifications 

4. Basic checklists 

5. Sample checklists 

D. Preventive maintenance checklist application 

E. Safety 



*Four hours of classroom instruction (or supervised on-the-clock 
study) followed hy four hours OJT and close supervision assisting in 
preventive maintenance.. 



Irtstructional Aids and 
Notes to Instructor 



Facilities Handbook MS-21, 

Elevator Maintenance 



P-13 Handbook, Chapters 2, 6, 
8 



ERIC 
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POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld*n No. 



For (Position) 

General Mechanic 



Skill or Topic 

K<lffer-Stack<»r Machine (Familiarization and 
Preventive Maintenance) 



Basic Tim« 

2 hours 



Instructor to b« (Position) 
Supervisor or Job Instructor 



Type of Appotntmtnt 

Regular (Annual Rate) 



Dtsig. and Act. Cod« 

16-7 



Whtr« Should Training be Conducted? 

Classroom or Quiet Area and Work- 
room Floor 

When Should Training be Conducted? 



Prior to assignment to work on edger-stackers. The need for skill training will be based on the judgment of the 
employeo*s supervisor. 



Points To Be Covered 



A. Introduction 

1., Purpose 

2. Operation, Freneral 

3. Safety considerations 

B. , Machine description 

1. Principle of operation 

2. Detailed description 

3. Vibrator hopper 

4. Inclined feeder conveyor 

5. Stacker assembly 

C. Interim checklists and route sheets 

D. Preparations for maintenance 

1.. Notifications required when taking machine out of 
service 

2; Safety considerations on and around machine 

3. Disconnect, off and lockout requirements 

4. : Materials tools needed 

E. . CleaninFT and lubrication 

1, Proprram 

2. Procedures 

F. Cleanup 

G. Completion of forms to be turned in to tour foreman 

H. Removal of lockout and placmg machine back in opera- 

tion 



Instructional Aids and 
Notes to Instructor 



16mm film on Edger-Stacker 
operation and 35mm film- 
strip illustrating the total 
canceling system. 



P-13 Hand»)ook, Chapters 2, 6, 
8 

Keep continual lookout for lost 
and damaged mail matter. 
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POST OmCE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 
ld«n. No. 


For (Position) 

General Mechanic 


Skill or Topic 

Mark 11 Facer-Canceler (Familiarization and 
Preventive Maintenance) 


Basic Tima 

5 hours 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Whare Should Training ba Conductad? 

Classroom and on the Machine 



Typa of Appointmant 

Regular .(Annua! Rate) 



Dasig. and Act* Coda 

16-7 



Whtn Should Training be Conductad? 

Prior to assignment to maintenance on facer-cancelers. The need for skill training will be based on the judgment 
of the employee's supervisor. 



Points To Ba Covarad 



A. Introduction to the machine 

(General description 

2. Controls 

3. Operating instructions 

4. Safety considerations — operation and maintenance 

B. Interim checklists and route sheets 

C. Preparation for maintenance 

1. Requirements regarding shutting down for main- 

tenance 

2. Disconnecting from power source 

3. Checklists, handtools, lubricants, rags, etc. 

4. Special safety considerations — machines with bi- 

color recognition system modification 

D. Cleaning and lubrication procedures 

E. Cleanup and preparation of forms to be turned in to tour 

foreman 

F. Placing machine back in operation 

1. Restoring powxr 

2. Setting of circuit breakers 

3. Functional tests 

4. Reporting operational status of machine 



Instructional Aids and 
Notas to Instructor 



Mark II 2" x 2" Operating & 
Maintenance Slides. Hand- 
book MS-14, Facer-Canceler 



P-13 Handbook, Chapters 2, 6, 
8 



Students perform under close 
supervision 



rOO Form 2$42<l 
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POST OFFICE DEPARTMENT 



^ CRAFT SKILL TRAtNtNG REQUIREMENTS 


Training For (Pot(tion) 
ld«n. No. 

i General Mechanic 


, Skill or Topic 

Multi-Position Letter Sorting Machine (Famil- 
iarization and Preventive Maintenance) 


Basic Time 

8 hours 


Instructor to b« (Position) 

Supervisor or Job Instructor 
Whsr« Should Training be Conducted? 

Classroom and on the Machine 


Type of Appointment 

Re^lar (Annual Rate) 


Desic. and Act. Code 

16-7 



When Should Training be Conducted? 



Prior to \>< :nff assigned to maintenance on letter sorting machine. The need for skill training will be based on 
the judKHi. nt of the employee's supervisor. 



Points To Be Covered 


Instructional Aids and 
Notes to Instructor 


A. Introduction to machine 

1. (General description 

2. Operating instructions 

3. Safety considerations 

A DiQi'*n'rinpptinor plppfi'ipal nnwPT* qoutvp 

5. Tour of machine 

B. LSM checklists and route sheets 


Engineering Handbook E-13, 
Multi-Position Letter Sort- 
ing Machine Models 120 and 
121, Chapter 1 ; 2" x 2" LSM 
Oneration and Maintenance 
Slides. Point out various 
components. 


C. Console checklists and route sheets 




D., Cleaning and lubrication program 


1—16 rlanaDooK, i^napiers o, 
8 


E. Use of jog cords 


F., Use of pigg>'-back motor 




G. Procedures for cleaning code wheels of letter carts 

H. Procedures for cleaning outer skin of machine 

I. Preparations for maintenance 

1. Requirements for shutting down equipment 

2. Safety considerations including lockout 

3. Materials handtools needed 


LSM letter cart with code shaft 

removed from cart. 
Keep continual lookout for lost 

and damaged mail matter. 

Employee lock and key 


J. Other cleaning and lubrication procedures 


Applicable checklists and route 
sheets. Have students per- 
form cleaning and lubricat- 
ing procedures under close 
supervision. 
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POST OFFICE DCPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 


Traininc 
Idan. No. 


For (Position) 

General Mechanic 


Skill or Topic 

Multi-Position Letter Sorting Machine (Famil- 
iarization and Preventive Maintenance) — Cont 


Basic Tim* 



ERIC 



Instructor to b« (Position) 



Whsre Should Training f Conducted? 



Typ« of Appointmant 



DasiCt and Act Coda 



Wh«n Should Trammg be Conducted? 



Points To Be Covered 



K, Cleanup and preparation of forms for submission to tour 
foreman 

L, Returning machine to operating condition 

1, Removal of lockouts 

2, Restoration of power 

3, Safety considerations 



Instructional Aids and 
Notes to Instructor 



Exercise care when turning 
CB~16 and CB-1 to ON posi- 
tion, as full bin circuitry will 
be thrown off balance. 



K>0 Form 2M2-a 
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POST OFFICE DCFARTimfT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n. No. 


For (Position) 

General Mechanic 


Skiil or Topic 

Parcel Sorting Machine (Familiarization and 
Preventive Maintenance) 


Basic Tima 

8 hours 


Instructor to b« (Position) 

Supervisor or Job Instructor 
Whsrs Should Training b« Conducttd? 

Classroom and on the Machine 


Typa of Appointmsnt 

Regular (Annual Rate) 


Dasig. and Act Coda 

16-7 



Whan Should Training ba Conductad? 

Prior to assignment to maintenance on the parcel sorter.. The ni«ed for skill training will be based on the judg- 
ment of the employee's supervisor. 



Points To Ba Covarad 



A. Introduction to the machine 

1. Piu po?e of machine 

2. General description 

3. Safety considerations 

4. Observation of machine 

B. Traveling deflector 

L: Motor and drive assembly 

2. Conveying assembly 

3. Defl.^ctor assembly 

4. Safety lockout 

C. Parcel sorter 

1. Motor and drive assembly 
2., Conveying assembly 

3., Memory unit 

D. Checklists and route sheets 

E. , Preparation for maintenance 

1., Shutting down requirements 

2. Lockout piocedures 

3. Checklists /lubrication & cleaning schedule 

4. Necessaiy handtools, lubricants, rags, etc. 

F. Cleaning and lubrications procedures 

G. Cleanup and preparation of forms for submission to tour 

foreman 

H. , Placinj^ machine back in operation 

1. ; Restoring power 

2. ; Remove lockout 

3. Functional tests 

4. Reporting operational status 



Instructional Aids and 
Notas to Instructor 



Facilities Handbook MS--2, 
Parcel Sorting Machine, 
Over and Under Type or 
similar publication for local 
equipment. 

P-13 Handbook, Chapters 2, 6, 
8 



Employee's lock and key 



Keep continual lookout for lost 
and damaged mail matter 



Students perform under close 
supervision. Emphasize safe- 
ty. 



POD Form 2542-1 
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POST Office OCPAIITMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trammc 
Idcn. No. 


For (Position) 

General Mechanic 


Skill or Topic 

Sack Sorter (Familiarization and Preventive 
Maintenance) 


Basic Tffna 

8 hours 


Instructor to ba (Position) 

Supen'isor or Job Instructor 
Whara Should Training ba Conductad? 

Classroom and on the Machine 


Typa of Appointmant 

Regular (Annual Rate) 


Dasif. and Act. Coda 

1^7 



Whan Should Training ba Conductad? 



Prior to assigmnient to maintenance on sack sorters. The need for skill training will be based on the judgment 
of the employee's supervisor. 



Points To Ba Covarad 


instructional Aids and 
Notas to Instructor 


A. 


Introduction 


Facilities Handbook MS-23, 




1. Purpose of machine 


irji \J H\J I it IV OUlrV OlZ/C/C/o, L 1 




2. neneral description of machine 


or similar publication for lo- 




3. Safety considerations 


cal equipment 




4. Terminology 


P^13 Handbook, Chapters 2, 6, 




5. Familiarization tour of machine 


8 


B. 


Description and operating principles 






1. Drive assemblies 






2. Conveyor parts 






3. Carriers 






4. Memory system 




c. 


Checklists and route sheets 




D. 


Preparation for maintenance 


Demonstrate lockout proce- 




1. Shutting down equipment 


dures. Keep continual look- 




2. Checklists lubrication & cleaning schedules 


out for lost and damaged 




3.. Necessary handtools, lubricants, rags, etc. 


mail matter. 


E. 


Lubrication and cleaning procedures 


Have students perform under 






riose supervision. Emphasize 






safety.. 


F. 


Cleanup sluu preparation of forms for submission to tour 






foYcvr n 




C... 


Placi '^' rriuchine back in operation 






1.: Restoring power 






2. Removal of lockou . 






3. Functional tests 






4. Reporting operational status 






5. Review of safety considerations 





fOD form 2542^ 
Moy 196» 
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POST OmCC DEPARTMOfT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
Idan. No. 



For (Position) 

General Mechanic 



Instructor to ba (Position) 
Suporvlsor or Job Instructor 





Skill or Topic 

Tray Transport Systom (Familiarization and 
Pn»vontive Maintenance) 


Basic Tima 

8 hours 


Typa of Appointmant 

Ro£:ular (Annual Rat^) 


Daaif. and Act Coda 

16-7 



Whart Should Training ba Conductad? 

Classroom and Workroom Floor 

Whan Should Training ba Conductad? 

Prior to boinK assiRned to maintenance on the tray transport system. The need fcr skill training will be based 
on the judgment of the employee's supervisor. 



Points To Ba Covarad 



A. General description of the equipment 

B. Principles of operation 

1. Drive asseTtiblies 

2. Drive pulley 

3. Drive unit 

4. Deactivation of electrical supply to drive unit 

5. Take-up pulleys — types and locations 

C. Safety considerations 

1. Emergency stop buttons 

2, Disconnect switches 

3.. Interlock (electrical) conveyor system 

D. Checklists and route sheets 

E. , Preparations for maintenance 

1. Requirements regarding shutting dov^n equipment 

for maintenance 

2. Safety considerations on and around system 

3. Materials needed 

F. Cleaning and lubrication 

1. Program 

2. Procedures 

G. Cleanup and preparation of forms to be turned into tour 

foreman 

H. Placing conveyor system back in operation 

1. Removal of lockouts 

2. Checking disconnects for ON position 



InstructMnal Aids and 
Notas to Instructor 



Facilities Handbook MS-20. 
Tray Transport Conveyors., 



Identify and point out during 
complete tour system. 

P-13 Handbook, Chapters 2, 6, 
8 



Keep continual lookout for lost 
and damaged mail matter. 



Necessary handtools, rags, lub- 
ricants, etc. Students per- 
form under close supervi- 
sion. Emphasize safety. 



ERjC'* Tu»,n-wo 
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POST OmCC KMNTMCKr 
CRAFT SKILL TRAINING REQUIREMENTS 



Tramms 
ld«n No. 



For (Position) 



ttructor to bo (Petition) 
Supervisor or Job Instructor 



Skill or Topic 

Ass(*mhly and Maintenance o^ Scales 



TyfM of Appointmont 

Regular (Annual Rate) 



Bottc Timo 

4 hours 



Wh«r« SDoutd Traininc bo Conducted? 
Shop or WJiet Area 

When Should Jfmmg be Conducted? 



Dotif. and Act. Codo 



Prior to indopedt nt assigrnment to maintenance of scales. The need for skill training will be based on the judR- 
mont of tho employ L-f's supt-rvisor. 



Points To Ba Covarod 



A, Nomenclature and description of representative equip- 
ment 



B. Installation 

C. Operation & Testuig 

D. Preventive maintenance 

E. Repair maintenance 

F. Records and leports 

1. I^reventive maintenance 
2.. Repair maintenance 



Inttructional Atdt and 
Notas to Inttrtictor 



Facilities Handbook MS-13, 
Imperial Scale Model 570, or 
Handbook for other repre- 
sentative equipment. 



Have student perform under 
close supervision. 



Required records /reports. Have 
student make entries under 
close supervision. 



ERIC 
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u s POflT AC service 
INDIVIDUAL TKAININC RECORD 



DATE tSTCWCi ON DWT'» 



DC»iCN*T'?N^ A^'Tlvi-'V COPE 



UAMr OF tMPcO'tC 



3CC«*L StCUHtTV NO 



I PO$l T ION 

! ocnefol Mechanic 



SniLL Ort TC)PIC 



('.HECK 
TNG 
; NCLOS 



A CCNCNAl. uRItNTATJON- ALL TOPK.S 
IN CCNCftAL OfdENTATlON C.VEN 



v. C«ArT OnifcN r ATION - f ll topicc 



C C« AFT SKIL Li 



A N 1 ^ ■ 



,.A'. ' ^ ->LS I 

' Vi T 1 



INSTRUCTION GtV£N* 



INS T t^v-C TON » 



T iMC 
U5EO 



4 



At J. .TV, 'i 1 OF t 'I 



«CAD1%CAN-^M r.«AN''A^i HA.iNG 



» CLECTBiONir pArr> ANT c ncu\ 



-h - 



• t'LEC^'wiCA^ paisits AN'r? c Rcuns 



• A C • ClOlPM*.NT f^AM UlAMtlATlON 
A SO PPC V« ST.«C '-lA 'iTfJANCf ' 



10 CONV, '.OH r AMIL 1 API r A f 'ON AN 

P«LV«-NTi^i- MAINTi NANC' 



n C L C V A r 0« • P AMI U • AMI Z * r ION anc, 
PPFVtNTlVl MaINT NAtiTf, 



<i ir;fRiTAC>''MMAC'-*lN' PAMIu 
l*mZATtON AN">PP» I'NTi^e 

M AIN t t N AH C t '_ _ 

i MA«KlirACIWCAN''(Lf« FAMIU 
lARlZATiQ*'* A*4C * f^TivC 

M _AJN T t,N A ' j C f ._i 

'4 ^4UL T» PO>i''K'S L' TT' H ^ORTrO 
' F AMt C 1 A*<l / A ^ ' O N AN I* R » V ( N 
' I V e M A t N T • N A N '_ f 



1^ PaPCEl 50PT NG MACH'Nr l^AM^L" 
lARIZAriON AND f-UCvCNTIve 
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Craft Orientation and Skill Training: Maintenance 

375 Maintenance Mechanic (MPE) 

375.1 Maintenance Crafi Orientation Requiremenh 



375.1 (p. 1) 



POST OFF1CC DEFAHTMEirr 
CRAFT ORIENTATION REQUIREMENTS 



Training 
Idtn. No 


For (Position) 

Maintenance Mechanic 
(MPE) 


Stttll or Topic 

Introduction to Maintenance Services 


Instructor to bm (Position) 


Typ« of Appotntmsnt 


Supervisor or Similar Designee 


Regrular (Annual Rate) 


Wh«r« Should Trainrns b« Conducttd? 






Classroom and Work Areas 







Basic Tkwt 

2 hours 



DMifr and Act CMa 

16-7 



Whan Should Traimns be Conducted? 



Before assignment to job performance 



Points To Be Covered 



A, Purpose of maintenance services — "To facilitate move- 

ment of the mails/* 

B. Organization of local post office 



C. Local maintenance orpranization and responsibiiities 

1. : Maintenance, mail processing equipment 

2. Other postal equipment 

3. Building sei-vices— cleaning, security guards, ele- 

vator operators and telephone operators, as ap- 
plicable 

4. Building equipment 

D. Tour of maintenance work areas and aroas associated 
therewith such as : 

1., Office of director of plant maintenance or postal 

plant engineer 
2.. Maintenance office 
3.. Stockrooms 

4. Maintenance control office 

5. Medical unit 

6. Locker rooms, swing rooms, lavatories, snack 
bars, cafeteria, etc. 

7. Ti me clocks badge readers, including proper use 

8. Elevators, including destinations 
9.. Supervisors* offices stations 

10. Engine room 

IL Others as appropriate to meet local conditions 



Instructional Aids and 
Notes to Instructor 



Introduce, show and discuss 
film Mainstay of the Mails 

Organization chart on chalk- 
board, flip chart or trarr.par- 
ency. 

Organization chart on chalk- 
board* flip chart or transpar- 
ency. 

Explain chain-of-command re- 
sponsibilities. 



Prepare written tour plan to 
make maximum use of time 
and ensure complete cover- 
age. Point out safety consid- 
erations and emphasize safe- 
ty at every opportunity. 



•OO Form 2$42-A 
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Croft Orientofioffi ond Skilt Training: Mointmonc* 



POST OmOE OCPMITMElfT 
CRAFT ORIENTATION REQUIREMENTS 



Trammg 

fdtn. No 



for (Position) 



1 Maintenanc*" Mechanic 
' (MPE) 



Sfcili or To^ 

Responsibilities and Duties of Postion 



InttructOf to bo (Posrtton) 
Supenisor or Similar Designee 



I 

' Typo of i 

'• Kt»cular (Annual JUlU) 



Whoro Should Trakiinc bo Cooducttd? 

Classroom 




Wh%n Should Traminc bo Cofuluctwl? 
Before assignment to job performance 



Poiott TO Bo Covoffod 



Ifistruetionol Ai<to and 
Nolos to instructor 



A. Employee supervisor relationship 

B. Necessity for followinpr instructions 

C: Relationship with other craft super\isors 

D. Communications l>et\veen emt>I«)yee and super\isors 

Intercommunications system 

2. Telephone 

3. Two-way radio system 

4., Pei*sonal communication^ 

5. Bulletin boards 

6. Othei-s as appropriate to meet local situations 

E. Schedule assijrnment 

1. Hours of duty 

2. Days off 

3. PnHredure to follow wluni unable to renoil for duty 

F. Job description 



Training opportunities 
1., On-the-job 

2. Off-the-job 

3. : Emjdoyee resp«)nsibilities 



(!opy of standard job drsrrip- 
ti(w. Provide copies as hand- 
outs for each employee. Use 
as outline for explanation 
and discussion. 



POO f9fm 



ERIC 
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Craft OriMtotkm and Skill Training: Maintenance 



375.1 (p. 3) 




POST Office KMRfrMDIT 
CRAFT ORIEHTATKM REQUIREMENTS 



Trftiftttif i For (PositiOfi) 
tdMi. No. 



Maintenance Mechanic 
(MPE) 



SMil or Topic 

Kespunsi bill ties and Duties of Position — Cont. 



Basic Timo 



ifittnictor to IM (Position) 



WHoro SHoultf Training bo CoAductod7 



Typo of Appoiwiiyioiit 



Dooig. and Act Codo 



Whon Should Training b« Conductod? 



Joints To Bo Covorod 




H. Promotion opportunities 

L: Wearinjr «>f identification badges (in accordance with 
local l ej^ulations) 



J. Use of property pass 

K. Work area conduct and habits — good housekeeping; 
smoki!i>r regulations; personal needs, effects, cleanli- 
ness ;*Tui appearance; relationship with other em- 
plov'jcs : horseplay ; and safety. 



Instructkmal Aids and 
Notos to instructor 



Demonstrate proper wearing. 
Acquaint employee with pro- 
cedure to follow in case of 
loss. 

Sample GSA Form 7 




^0 1S4>~ 

ERIC 
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Craft Orientotton ond Skill Training: Moinlwionc* 



POST OfnCE DEnunrMENT 
CRAFT ORIENTATION REQUIREMENTS 


Training 


For (Petition) 


SMIl or Topte 


Basic Tifna 


id«n. No. 


MainU*nance Mt :hanic 


Safety 


2 hours 




(MPE) 







Instructor to ba (Position) 
Supervisor or Job Instructor 



Whara Should Training ba Conductad? 
Classroom and Workroom Floor 



Typa of Appointmart 

Regular (Annual Rate) 



Whan Should Training ba Conductad7 

Befon' assignment to job performance 



Points To ba Covarad 



A. Introduction to safety 

B. Do's of safety 

C. Safety in the use of ladders 

D. On-the-job and off the job safety 

1.. Cost of injury to the employee 
2, Cost of injury to employer 

E. Lift Safely 



Dasig. and Act Coda 

ie-7 



F. Electrical .safety 

1. On-oflf switches 

2. LKKrkout switches 

3. Lockout disconnects 

4. Taggintc of lockouts 

5. Tersonal, individual locks 

6. Restoring system to operating condition after l^>ck- 

out. 

(J. Fire prevention 

•Th«» safrty offic»*r should advise and coun.sel the instructor to the 
ext«»nt necessary. 



Instructional Aids and 
Notas to Instructor 



Personnel Handbook Series P~ 
16, part 4 and pages 23 and 
44. P~13 Handbook, Chap- 
ters 2, 6, 8 



Introduce, show and discuss 
film "Lift Safely," Use lift- 
ing demonstration model (see 
pages 7, 9 and 51 of Person- 
nel Handbook P-16), 

Show and demonstrate use of 
saleiy switches, lockout de- 
vices tags signs, etc, likely 
to l)e encountered. 



Q 1»V If 

ERIC 
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Craft Orientation and Skill Training: Maintenance 



375.1 (p. 5) 



POST OFFICE OCFMmCNT 
CRAFT ORIENTATION REQUIREMENTS 



Trstning 
ld«n. No. 



For {Position) 

Maintenance Mechanic 
(MPE) 



Skill or Topic 

Safety — Continued 



Basic Tim* 



Instructor to bo (Position) 



Whsrs Should Training bo Conducted? 



Typo of Appointmofit 



Dosig. and Act Codo 



Whon Should Training be Conducttd? 



Points To Bo Covered 



H. Fires and fire extinguishers 

1. Class A fires — wood, paper, trash 

2. Class B fires — flammable liquids (oil, paint, grease, 

gas, etc.) 

3. Class C fires — electrical 

I. Local fire and emergency procedures 



J., Reporting of hazardous conditions 



£6S 



Instnictionai Aids and 
Notes to instructor 



Show and demonstrate use of 
fire extinguishers/extinguish- 
ing agents — chemical, soda 
acid, CO-, water (can and 
hose). 

Pass out copies of and discuss 
local fire and emergency pro- 
cedure. 

Form 1767, Report of Hazard, 
Unsafe Condition or Practice 



375.1 (p. 6) 



POST OmCE DEPARTMENT 
CRAFT ORIENTATION REQUIREMENTS 



Tratflific 
liton. No. 


For (Position) 

Maintenance Mechanic 
(MPE) 


Skill or Topic 

intrutiuction to Mamtenance Management 


Basic Tims 

2 hours 


Instructor to (Position) 
Maintenance Control Supervisor or 
Similar Designee 
Whsra Should Traininc bs Conductod? 

Classroom and Maintenance Control 


Typo of Appointmont 

Regular (Annual Rate) 


Dosif. and Act Codo 

16-7 



Whsn Should Traintnc bs Conductod? 



Before assignment to job performance 



Points To Bo CovofOd 



A. Maintenance management program 

1.: Preventive maintenance 
2,, Repair maintenance 

B. Mechanic's responsibilities and impoiiance in the main- 

tenance management program, including use of Form 
4851, Correction Needed., 

C\: Work codes, standards and performance frequencies 

D. Form 4777. Check List ((General) 



Instructional Aids and 
Notos to Instructor 



Form 4776 series. Route Sheet ((Jeneral) 

1. : Purpose 

2. Interpretation and explanation of terms 

3. Discussion of sample form (old and new, as ap- 

propriate) 

F. Form 4940, Reciuest for Maintenance Work Order 
1. Purpose 

2.. Discussion of sample 
3. Preparation of form 



Facilities Handbook MS-10 
Explain clearly the concepts of 

preventive maintenance and 

repair maintenance 

Form 4851. Demonstrate its 
proper use and have em- 
ployee complete one under 
su;/ervision. 



Form 4777. A transparency or 
large oversized sample is rec- 
ommended; otherwise, pass 
out standard sized samples 
for use during discussion. 

Form 4776 



I*ass out copies of Form 4940 
and have employee prepare 
under close supervision 



ERIC 
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Craft Orientation and Skill Training: Maintenonce 



375.1 (p. 7) 



raST OFFICC OCMRnKNT 
CRAFT ORIENTATION REQUIREMENTS 


Training 
ld«n No. 


For (Potitton) 

Maintenance Mechanic 
(MPE) 


Skill or Topic 

Introiluction to Maintenance Management— Cont 


Bs»tc Timo 



instructor to bo (Position) 



Typo of Appolntmont 



Ootig. and Act Codo 



Whort Should Training bo Conducted? 



Whan Should Training b« Conducted? 



points To 8a Covorod 



Form 4941, Maintenance Work Order 

1. Pui*pose 

2. Discussion of sample 

3. Use of employee's maintenance number 

H< Form 4774, Breakdown Investigation Report 

1. : Purpose 

2. Discussion of sample 

3. Preparation of form 

I.; (Juided tour of maintenance control office 



POO Farm 2542-* 
May 



Instructional Aids and 
Notas to Instructor 



Sample copy of Form 4941 



Sample copy of Form 4774 



Have maintenance control rep- 
resentative explain various 
aspects of system, flow of pa- 
per, and use of maintenance 
data gathered. Emphasize 
necessity of accuracy in data. 



ERIC 



375.2 (p. 1) Craft Orientation and Skill Training: Maintenance 

375.2 Maintenance Craft Skills Troining Requirements 



Training 


For (Position) 


Skill or Topic 


Basic lima 


Idtn. No. 










Maintenance Mechanic 


Use ami Care of Handtools 


2 hours 




(MPE) 




30 minutes 



POST OFFICE DCPAimyiEMT 
CRAFT SKILL TRAINING REQUIREMENTS 



Instructor to ba (Position) 
Super\*isor or Job Instructor 



Whara Should Training ba Conductad? 

Classroom or Quiet Area in Shop 



Typa of Appointmant 

Regular (Annual Rate) 



Dasig. and Act. Cod* 

16-7 



Whan Should Training ba Conductad? 



Prior to assiprning significant duties involving use of handtools. The need for skill training will be based on the 
jmlg:>"»*nt of thf emplo>ee's supervisor.. 



Roints To Ba Covarad 



A. General familiarization 



B. Selection of right handtool for the job 
L: Shape considerations 
2. Size considerations 
3.. Speed considerations 
4, Safety considerations 

Proper use of handtools 

1. To accomplish the job 

2. To prevent damage to the handtools 

3. To prevent damage to e(]uipment Imng worked on 

4. Safety considerations 



D. Care of common handtools 

1. Cleaning 

2. Minor repair — removal of nicks and burrs, replace- 

ment of handles, etc. 
3., Custody, checkout check-in replacement proce- 
dures 

E. Hand drills, hacksaws, and soldering irons 

1. Selection, nomenclature, familiarization 

2. Use 

3. Care 



Instructional Aids and 
Notas to Instructor 



Personnel Handbook P-16, Ap- 
pendix A. 

Part I, Handbook P~16 

P-13 Handbook, Chapters 2, 6, 
8 



Handbook CD-I, Mechanical 
Fundamentals, part HI. 
Demonstrate proper use of 
common handtools. Point out 
results of wrong use damage 
to the handtool and the ma- 
chine equipment part. 

Form 4787, Broken-Worn Tool 
Report 

Demonstrate and supervise 
proper use of representative 
items. 



ERIC 



V t9M 



"M, 12-1-70 



Craft Orientation and Skill Training: Maintenance 



375.2 (p. 2) 



POST OmCE DEPARTMEHT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trammf 
ld«n. No. 



For (Potition) 

Maintenance Mechanic 
(MPE) 



Skill or Topic 

Introduction to Mechanisms and 
Mechanical Equipment 



Basic Tima 

3 hours 



Instructor to b% (Position) 
Supervisor or Job Instructor 



Wh«r« Should Training t>t Conducted? 

Quiet Area and Workroom Floor 



Typa of Appointmant 

Kegrular (Annual Rate) 



Dasig. and Act Coda 

16-7 



When Should Training ba Conducted? 



Prior to assignment to equipment maintenance and before training on 
will lie based on the judgment of the employee's supervisor. 



lubrication. The need for skill training 



Points To Be Covered 



A. Introduction to mechanisms 



B. PuiT)ose of mechanical equipment 

C. Safety considerations 

D. Terminology 

E. Observation of representative mechanisms and mechani- 

cal equipment in use 



K>0 Hrm 2$4%* 
M«y IfM 



Instructional Aids and 
Notes to Instructor 



Parts I & II, appendix I, Per- 
sonnel Hdbk. Series P-15, 
Instructor's Guide for Train- 
ing Mechanics. Manufacturer 
publications such as Bulletin 
59126, The Installation, Op- 
eration and Maintenance of 
Chain Drives, published by 
CHAIN Belt Co. Obtain 
through local representa- 
tives. 

Handbook Series CD-I, Me- 
chanical Fundamentals, part 
I and II. 

Show trainees representative 
mechanisms and equipment 
in use 



P-13 Handbook, Chapters 2, 6, 
8 



375.2 (p. 3) 



POST OmCC DEPAKTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 


For (Position) 


Skill or Topic 


Basic Tim* 


tdtn. No. 








Maintenance Mechanic 


Lubrication 


2 hours 




(MPE) 







Instructor to b« (Position) 
Supervisor or Job Instructor 



Whara Should Training ba Conductad7 

Classroom 



Typa of Appointmant 

Regular (Annual Rate) 



Dasig. and Act. Coda 



Whan Should Training ba Conducted? 

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em- 
ployee's supervisor. 



Points To Ba Covarad 



instructional Aids and 
Notas to Instructor 



A. , Functions 

B. Types of lubricants and tools 

C. Importance of using proper lubricant 

D. Sealing 

E. Preparation for lubrication 

1. Cleaning 

2. Rust removal 

F. Methods of lubrication 

G. Over lubrication 

1. Harmful effects 

2., Safety considerations 

H. : Representative lubrication programs (with emphasis on 

safety) 



Part VII, Personnel Handbook, 
Series P-15 



Facilities Handbooks MS-12, 
MS-20, or similar handbooks 
providing outlines for lubri- 
cation programs on local 
equipments. 

P-13 Handbook, Chapters 2, 6, 
8 



fOO Form 2S42-t 
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Craft Orientation and Skill Training: Maintenance 



375.2 (p. 4) 



POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
id*n. No. 



For (Position) 

Maintenanc-p Mochanic 
(MPE) 



Skill or Topic 

Removal, Installation and Adjustment of 
Kijuipment 



B«sic Tim* 

2 hours 



Instructor to b* (Position) 
Supervisor or Job Instructor 



Wh»re Should Training be Conducted? 
Classroom or Quiet Area 



Type of Appointment 

Reg-ular (Annual Rate) 



Oesig. and Act. Code 

16-7 



When Should Training be Conducted? 



Prior to assignment to duties involvmff removal, installation and adjustment of equipment. The need for skill 
trainmg will l)e based on the judgment of the employee's supervisor. 



Points To Be Covered 



A. Removal of gearinjr 

B. Removal and attaching V-belts 

C. Removal and attaching chains 

D. . Removing and installing pulleys and sprockets 

E. Checking alignment 

F. Checking belt stretch 

G. Checking chain slack 

H. Replacing covers 

I. Calculating speed of gears 

J. Calcul«'?.ting:, 

1. Speed of V-belts 

2. Chain drives 

K., Safety considerations 



Instructional Aids and 
Notes to Instructor 



Personnel HB P-15, part III. 



P-13 Handbook, Chapters 2, 6, 
8 



POD Form 2542-t 
May 196t 
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Craft Orientation and Skill Training: Maintenance 



Training 
Idtn No. 



For (Pos:tion) 

Maintenance M*»ohanic 
(MPE) 



POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 

Skill or Topic 



Fun<lam<»ntals of Blucpiint Reading: and 
.N'rchaiucal drawings 



Inttrjctor tc ba (Petition) 

Supervisor or Job Instructor 



Basic Tima 

2 hours 



Typa of Appointmant 

Rejrular (Annual Rate) 



Whara Should Training ba Co.iductad? 

Classroom or Quiet Area 



I 



Whan Should Train ng ba Conducted? 



Dasif . and Act Coda 

16-7 



Pr-or to assigmments (including technical training) involving blueprints, drawings or sketches. The need for 
skill training will be based on the judgment of the employee's supervisor. 



Points To Ba Covarad 



A. Types of drawings 

1. Plan views 

2. Assembly drawings 

3. Detailed drawings 

B. Dimensioning of drawings 

1. Line dimensions 

2. Circular dimensions 

3. Tolerances 

4. Scales 

5.. Visible and invisible lines 

6. Center lines 

7. ; Line width 
8.. Hatch marks 

9. Thread designations 

C. Block diagrams 

D. . Sketches 



Instructional Aids and 
Notas to Instructor 



Handbook CD-I, Mechanical 
Fundamentals f part IV, and/ 
or Part 8, Personnel Hand- 
book P-16. 



POO Form 2542^ 
May 1949 
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Craft Orientation and Skill Training: Maintenance 



375.2 (p. 6) 






POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINiNG REQUIREMENTS 



Training 
ld«n No 



For (Potition) 

Maintonanet Mt'chanic 
(MPJE) 



Skill or Topic 

IManninfi: ihc Job 



Batic TIma 

2 hours 



Typa of Appointmant 

Ktpular (Annual Rate) 



Inttrvictor to ba (Petition) 

Supervisor or Job Instructor 

Whara Should Training ba Conducttd^ 

Classroom or Quiet Area 

Whan Should Tratmng ba Conductad7 

Prior to independent assignment to jol) performance. The need for skill training will be based on the judgment 
of the t'niplo>ee's supervisor. 



Daaig. and Act. Coda 

16-7 



Pointa To Be Covarad 



A. : Importance of planning 

B. Devising a course of action 

C. Procedure for planning — questions to be answered 

1., Where is the job t 

2. What is the job? 

3. What could go wrong? 

4. What tools will be needed? 

5. What pa»ts may be needed? 

6. Will an assistant be needed? 

D. Course of action 

1. Plan — think or w^rite. 

2. Take action— get tools, parts, etc, and do job 

3. Think back — did I have everything? 

4. Rememi)er — for next time, 

E. Show application by relating to representative job(s) . 



ERIC 
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Instructional Aidt and 
Notaa to Inttructor 



Personnel Handbook P-16, 
part 10 and appendix E 



Have students work out plan 
for a typical assignment. 



37a.7 (p. 7) 



Croft Orientation and Skill Training: Maintononco 



Training < For (Potttton) 
tilon. No. 

MaintoMjiiKv Mechanic 
j <MPE) 

Inttructor to t>« (Position) 

Supervisor or Job Instructor 



POST OmCC DEPAirTMDfT 
CRAFT SKILL TRAINING REQUIREMENTS 

Skill or Topic 

Klt'ctrical Parts an<l Circuits 

I Typo of Appotntmont 

I K»»>rJlar (Annual Hat**) 

I 



Basic Timo 

H hours 



D«a^ and Act Codo 



Wharo Should Training bo Conducted? 

Classroom or Quiet Area 



Whan Should Training ho Conductad? 



Prior to assi^nnifnt jnvolvinj? manttmance of t'lectrical e(iuipim«nt. The m^Ml for skill trainmr will »>e 
on Uu' jmlg'ment of thf e!nplo>ef's supervisor. 



based 



Points To Bo Covarod 



A. Switches 

B. Circuit breakers 
C: Fuses 

D. Lamps 

E. Relays 

F. : Pliotocells 
(J. Motors 

H. Motor brakes 

I. : Solenoids 
J.. (Generators 
K. Rectifiers 

L. Wiring diagrams and ele?trical drawings 



Instructiona} Aids and 
Notos to Instructor 



Handbook Series CD~2, Elec- 
trical Fundametitals, part II, 
and or similar basic refer- 
ences. 



Repi*esentative components. 



rOO Form 2S42-« 



ERIC 



9^ 274 



Tl-6, 12-1-70 



Craft Orientation and Skill Training: Maintenance 



375.2 (p. B, 



Training 
Idtn No 



For (Position) 



MainU-'iancr .Mt-chanic 
(MPE> 



POST OFFICE DEPAHTIICffr 
CRAFT SKILL TRAINING REQUIREM ENTS 

Skill or Topic 

Lit'ctronu' i'arts and Circuits 



Basic Tim* 

8 hours 



Instructor to bt (Position) 
Supervisor or Job Instructor 



lypm of Appointmant 

Ki'gular (Annual Kate) 



DMif. and Act. Coda 

ie-7 



Where Should Training be Conducted? 

Classroom or Qua*t Area 

_ _ I i_ 

When Should Training be Conducted? 

Prior to assignment m\oIving maintenance of electronic e(iuipment. The need for skill training will be based on 
the judgment of the employee's supervisor. 



points To Be Covered 



A. Batteries 

B. Transistors 

C. Resistors — symbols, color coding and tolerances 

D. , Capacitors 

E. , Voltage and current 

F. Circuits 

G. Coils and transformers 

H. Tubes, tube pins and sockets 

I. Heaters (filaments) 

J. Connections and nodes 
K. Insulators 

L, Ohmmeters, voltmeters, etc., 

M., Units of electrical electronic measurement 

N.. Reading schematic diagrams 

0. Resistance values and computing resistances 



Instructional Aids and 
Notes to Instructor 



Handbook Series CD-2, Elec- 
trical Fundamentals, part I, 
and/ or similar basic refer- 
ences. 

Representative components 



ERIC 
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Craff Orientdfiofi and Skill TrainNig: Momhrnance 



CRAFT SKIU TRAINING REQUIREMENTS 



Traift(fH| 
Idtfl No. 



For (PositMA) 

.Maint**nance Mi»chanic 
(MPE) 



Skill or Topn; 

Bulk ('onv»»yor Maintenance 



40 hours* 



Inttructor to bo (Position) 
Supervisor or Job Instructor 



WtMro SfKHjid Tralninc bo Conductod? 

Classroom, Workshop and 
Workroom Floor 



^ypo of App ojo t mon t 



Regular (Annual Rate) 



Oooic. and Act Oodo 



16-7 



Wtiffi Should Tfoimnc bo Conductod? 

Prior to assifo^ntent to independent maintenance of hulk conveyors. The need for skill training' will he based on 
the judjfment of the employe's supervisor. 



Foints To Bo Covofod 



A. Introduction to system — purpose, terminology and gen- 

eral descriptior 

B. Safety considerations — lockout procec'ures, precautions, 

etc. 



C. Tour of system (s) 



D. Detailed description and operating principles 

1. Drive unit 

2. Motora 

3. Power transmission ecjuipment 

4. Drive pulley 

5. Conveyor belting 

6. Belt supports 

7. Tensioning devices 

8. Controls 

E, Maintenance tools 



F.. Belt conveyor engineering 

*The Headquarters approve<i course (broadly outlined here) should 
be followed rpRardless of whether training is conducted at the national, 
refCional or local level. Modify as appropriate to reflect local equipment. 



Instructionol Aids and 
Notos to instructor 



Facilities Handbook for Bulk 
Conveyors, and In- 

stallers Manual. 

Emphasize safety at appropri- 
ate points throuj^out in- 
struction. 

Point out locations of emer- 
gency stops, controls and cir- 
cuit breakers; review con- 
veyor numbering/lettering 
system. 



Emphasize proper use and ter- 
minology throughout. Section 
4.8, MS~12. 

Part 3, MS-12. 



POO f9fm 3S42-0 
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Tratfitng < For (Position) 
Itfon. No. 



! (MPE) 



CRAFT SIKiUjrflMNtNG IIEQUiRE Ii£tlTS 

Skill or Topm: 

Hulk Conveyor Maintenance — Continued 



BMic Thm 



inttnidor to b« (V^MiClon) 



Wtioro SlMMid Jnktkm bo ConAictod? 



Typo of ^tpOMftiiofit 



Oooif. OAd Act Cotft 



WtNMi Should TrMiuic bo Condtictod? 



Mcits To Bo C ow o fd 



G. General preventive maintenance 

1. Bearings 

2. Motors and Drive components 

3. Pulleys 

4. Conveyor belts 

5. Tensioning devices 

6. Control components 

7. : Structural parts of conveyor 

8. Lubrication program 

H. Routine preventive maintenance route sheets and check- 

lists 

I. Common repairs, replacements and adjustments 
J. Power turns 



Pass out sample route sheets 
and checklists 



ERIC 
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Croft Orientation and Skill i raining: Maintenance 



POST omcc omiiTMCNr 

CRAFT SKILL TRAINING REQUIRFMENTS 


Trsmtns For (PO«it*on) 1 Skdl or To0«c 
Idin No. I 

' Maintf»i:inrc Mfffanii- ■ Kiifjrr- Starker Murhinr Maintenance 




Basic Timo 

4 hours 


Inttructof to b« (P^ositkMi) | Typo of Apfyointmont 
Supervisor or Job Instructor 1 i^')nllar (Annual Kate) 

Wmm ShouUS Ifmmm bo Contfucttd? 
Class room. Workshop and 
Workroom Floor 

WHm SHouM TrBintfis bm Conductod? 






Dttig. and Act Codo 

16-7 


Prior to assifcnment to in<iepemlent maint^-nance of edger-slacker machines. The need for skill training^ will he 
It^ti on the ju«i|^ent of the employee's supt*rvisor. 


fhHtfH% To Bo Covorod 


Instfuct^nal Aids and 
Notos to Instructor 


- > - : - ~ 

A.. Introduction to machine — purpiM^e, terminology, general 
description and safety considerations 


P-13 HandlK>ok, Chapters 2, 6, 
8 


B. De^ription and operating principles of machine compo- 
nents 


16mm film on 
operation 


Edger-Stacker 


C. Description and o{#erating principles of electrical system 
components 


35mm filmstrip illtistrating the 
total canceling system 


D. Air system 








E. Hopper-feeder control system 








F. Contiioller box hopper feeder 








(I. Operation of machine 








H. Preventi%-e maintenance 








I. Checklists and route sheets 








TroubieshfwtinR and repair 
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ranr omcc ocmimMENr 

CRAFT SKill TflAtNiNG REQUiREMENTS 



Tr«Miinc 

tdMt.No. 



For (PHisition} 

.Matntenanct* Mt'chantc 
(MPE> 



SMI or Topic 

Mark II Facer*Canceler Maintenance 



Basic rimo 

HO hours* 



Typo of A p po ift tw io nt 

Ke^iar (Annual Kate) 



tfistfuctfl»' to bo (Posittofi) 

Supervisor or Job Instructor 

Wtioro Should Troifiint bo C^Kfuctod? 
Classroom, Workshop and 
Workroom Floor 

Whon Shotitd Traimfii bo Comluctod? 



Prior to assii^nment to independent maintenance of Facer^Cancelers. The need for skill training will be baaed 
on the judgment of tht- employee's supervisor. 




To I 



A- Introduction — puri>ose, terminology and general descrip* 
tion 

B. Safety on and around the machine 

Controls and operation — machines A & B 

D. Service and maintenance of mechanical components 

1. Main drive 

2. Feeder unit 

3. Separation unit 

4. Rollers 

5. Feed belts 

6. Impression rollers 

7. Transport belt system 

8. Inverter brushes and guides 

9. Clutches and main gear drives 

10. Feeder main gear drive 

11. Stackers and stacker components 

12. Inking system and components 

13. Gate assembly 

E. Power supply and motor control units 

1. Stop line circuit 

2. AC power circuit 

3. DC power circuit 

F. Electronic circuits 

•The Headquarters approved course jhroadly outlined here) should 
he followed rpgardiess of whether training is conducted at the national, 
regional or local level. .Modify as appropriate to reflect loca' eiiutpment. 



Ifitlructional Aids and 
NotM to I mtw ct O f 



35mm filmstrip illustrating the 
total canceling system 

P~13 Handbook, Chapters 2, 6, 
8 



Facilities Handbook MS-14. 



Emphasize electrical safety. 
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CrafI Orietitotion ofid Skill Trokiing: McmtMonct 



fosT onFicc ommMDfr 

CRAFT SKILL TRAINING RCiH'iREMENTS 



litafi. No* 



For (PDsttiofi) 

Maintenance Mechanic 
(MP£) 



SIOII or To^ 

Mark I! Facer-Canceler Maintenance — Cont. 



Bmic Timo 



Instructor to bo (^Hlon) 



Typo of AppOMitmortt 



WlMKO Should Trommg bo Conducted? 



WIMO Should TroMiins bo Coodtict«<l7 



^o«fitt To 9o Covorod 



G. Block diagrams 

H. Electronic adjustments 

I. Troubleshooting 

1. Mechanical 

2. Electrical 

3. Electronic 

J. Lubrication program 
K. Parts catalog and criteria 



ERLC 



Dttig. Mid Act Codo 



instru^ionad Aids and 
Notos to instructor 



Show application in circuit 
tracing and tnib'bleshooting. 



• 
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POST OmCC DWUITMCHT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trainmg 
ld«n No. 



For (Pot It ion) 

Maintenance Mechanic 
(MPE) 



Skill or Topic 

Letter Sorter Machine Maintenance 



Basic Timo 

120 hours* 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Typo of Appomtmont 

I^gxilar (Annual Rate) 



Dtsig. and Act Coda 

ie-7 



Wfftara Sliould Training bo Conducted? 
Classroom and on Machine ' 
MTtion Should Training bo Conducted? 

Prior to assignment to independent maintenance of LSM. The need for skill traininiT ^ili be based on the jud|r- 
ment of the employee s supervisor. 



Points To Bo Covorod 



Instructionai Aids and 
Notos to Instructor 



A. Familiarization 

1. Introduction 

2. Tour of machine 

3- Start stop pi-ocedures 

4. Physical configuration 

5. Responding to supenisoiy lamps 

B. Motor control circuits 

1. Reading circuit diagrams 

2. Troubleshooting 

C. Cart conveyor system 

D. LSM maintenance safety 

E. Main drive unit/ assembly 

F. Main conveyor components 

G. Console 

1. Electrical circuits 

2. Feeder assembly 

3. Vacuum motor 

4. Feeder table disassembly and reassembly 

*Thc Headquarters approved course (broadly outlined here) should 
he followed rr'frardiess of whether traming is conducted at the national, 
regional or local level. Modify as appropriate to reflect local equipment. 



Show movie LSM OPERA- 
TION 

Utilize all instructional aids 
listed in National Mainte- 
nance Training Course 



P-13 Handbook, Chapters 2, 6, 
8 



Moy IHi 
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rosrr office depaiitiicnt 

CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n No 



For (Litton) 



Skill or Topic 



Basic Ttm« 



Maintenance Mechanic 
(MPE) 



Letter Sorter Machine Maintenance — Continued 



Instructor to bo <BBSitlon) 



Typo of Appotntmont 



OotiC. and Act. Codo 



Whora Should Training ba Conductad? 



Whan ShcHild Traming be Conductad? 



Points To Ba Covarad 



G. Console — Continued 

5. Keyboard assembly 

6.. Troubleshooting console circuits 

7. Mechanical power train 

8. Power take-off Jissembly 

9^ Clutch adjustment and shear pin replacement 
10. Vacuum pick*o(f unit 

H. Encoder 

1. Operation 

2. Drive and synchronization 

3. Encoder to cart synchronization 

4. Repairs 

5. Parts replacement 

6. Removal and installation 

L Inserter dropper 

1., Detailed description 

2. Tube disassembly 

3. ABC chain 

4. Synchronization procedures 

J. Troubleshooting encoder and console 

K. Decoder operation, adjustment and synchronization 

L. Call repairs 



May IfM 
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POST OFFICE DEPARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Tramtrtc ! For (Potitton) 
Itfon No. ' 



Maintenance Mechanic 
(MPE) 



Skill or Topic 

l.SM Maint*^nance — Continued 



Basic Tim« 



tnstnictor to b« (Position) 



Wh«r« Should Tratmnc b« Conductod? 



Wh«n Should TramrnC bo Conducted? 



Typo of Appointmont 



Points To Bo Covortd 



M. Code bar 

1. Installation 

2. Track alignment 

3. Setting 

N. Stray letter belt — detailed description 
0. Bioish and cail door closer adjustment 

P. Safety features 

1. Circuits — description and block diagrams 

2. Devices — adjustments and maintenance 

3. Troubleshooting safety circuits 

Q. Full bin warning system 

1. : Components 

2. Circuits 

R. Removal and installation of door trip assembly 

S. Preventive maintenance procedures 

T.: DETEX circuits — description and operation 

U.; Troubleshooting 

1. ; Guide 

2. Procedures 



POO Form 254X4 
Moy If6t 

12-1-70 
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Instructional Aids and 
Notos to Instructor 
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POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 


Trainmc 
tdtn. No. 


For (Position) 

Maintenance Mechanic 
(MPE) 


Skill or Topic 

Parcel Sorung Machine Maintenance 


Basic Tim* 

40 hours* 



instructor to b« (Position) 

iSupervisor or Job Instructor 



Whsrs Should Traininf b9 Conducted? 

Classroom, Shop and Workroom 
Floor 



Typ« of Appointment 

Regular (Annual Hate) 



Dtsig. and Act Coda 

16-7 



Whan Should TraininC b« Conducted? 

Prior to assignment to iniiepenilent maintenance of parcel sorting machines. The need for skill traming will be 
based on the judgment of the employee's supervisor.. 



Points To Ba Coverad 



A. Introduction to machine — purpose, terminology and gen- 

eral description 

1. Belt conveyor feeding eiiuipment 

2, Traveling deflector 

3. Conveying assembly 

4, Memory unit 

B. Safety on and around machine 

C. Traveling deflector description and operating principles 

Motor and drive assembly 

2. Conveying assembly 

3. Deflector assembly 

D. Parcel sorter description and operating principles 

1. Motor and drive assembly 

2. Conveying assembly 

3. Memory unit 

E. . Preventive maintenance 

L Purpose 

2. Checklists 

3. Cleilning and lubrication 

4. Routine preventive maintenance 

F. Repair maintenance 

1. Troubleshooting 

2. Common repairs, replacements and adjustments 

G. Replacement parts lists 

*The Headquarters approved course (broadly outlmeti here) should 
be followed regardless of whether training is conductc*d at the national, 
regional or local level.. Modify as appropriate to reflect local equipment.. 



Ins^oiCtional Aids and 
Notas to Instructor 



Facilities Handbook MS-2, 
Parcel Sorting Machine Over 
and Under Type, or similar 
publication for local equip- 
ment. 

Emphasize safety considera- 
tions at appropriate points 
throughout instruction/ 
training, 

P-13 Handbook, Chapters 2, 6, 
8 
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POST omcc oePAmniEMT 

CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n No. 


For (Potttion) 

Mamtenance Mechanic 
(MPK) 




Skill or Toptc 

Sack Sorter Maintenance 


Basic Time 

40 hours* 


Inttructor to be (Position) 


Type of Appointment 


Desig. and Act. Code 


Supervisor or Job Instructor 


Regular (Annual Kate) 


16-7 


Where Should Traininc be Conducted? 








Classroom, Shop and Workroom 
Floor 









When Should Trainmc be Conducted? 



Prior to assi^riment to independent maintenance of sack sorters. The need for skill training will be based on 
the judgment ot the employee's supervisor,. 



Points To Be Covered 



Introduction- 
tion 



purpose, terminology and general descrip- 
lockout procedures, precautions, 
C. Familiarization tour of sorter system 



B. Safety consideration 
etc. 



D, . Detailed description and operating principles 

1, ; Drive assemblies 

2, Conveying parts 

3, Carriers 

4, Memory system 

E, Preventive maintenance 

1. Cleaning 

2. Lubrication program 

3. Tools 

4. Checklists 

F, ; Repair maintenance 

1. : Performance standards 

2. Time standards 

3. Troubleshooting 

4. Common repairs, replacements and adjustments 

*Tho Headquart^'rs approved course (broadly outlined here) should 
be tolloued n-gardl**ss of u hither traming is conducted at the national, 
regional or local level. Modify as appropriate to reflect local equipment. 



Instructional Aids and 
Notes to instructor 



Facilties Handbook MS-23, 
Monorail Stick Sorters, or 
similar publication for local 
equipment 



Point out controls, circuit 
breakers, emergency stop 
buttons, and other safety 
features, 

P-13 Handbook, Chapters 2, 6, 
8 



fOO fmrm 2S4t4 
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Trainini 
td«n No. 


For (Position) 

Mamt*»nance Mt»chanic 
(MPE) 




Skill or Topic 

Tray Transport System Maintenance 


Basic TIma 

24 hours 


Instructor to bm (Position) 


Type of Appointment 


Otsig. and Awt Coda 


Supervisor or Job Instructor 


Uegrular (Annual Kate) 




Whsre Should Training bs Conducted? 








Classroom and Workroom Floor 









POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Whan Should Training ba Conducted? 

Prior to assignment to independent maintenance of tray transport system. The need for skill training* will be 
basted on the judgment of the employee's supervisor. 



Points To Be Covered 



instructional Aids and 
Notes to Instructor 



A. Introduction — purpose, terminology and general descrip- 

tion 

B. Safety considerations — lockout procedures, precautions, 

etc. 

C. Familiarization tour of system 



D. . Description and operating principles 

1. Drive assemblies, motors 

2. Power transmission equipment 

3. Drive pulleys 

4. Takeup pulIeys/ devices 

5. Conveying sections 

6. Trattic control systems 

E. Maintenance tools 

F. General preventive maintenance 

1. Drive components 

2. Conveyor belting 

3. : Bearings 

4. Control components 

5. Structural parts of transport system 

6. Lubrication program 

G. Routine preventive maintenance route sheets and check- 

lists 



Facilities Handbook for Tray 
Transport System, MS-20, 
and Installers Manual 

Point out emergency stop but- 
tons, controls, circuit break- 
ers and other safety consid- 
erations; review numbering 
system. 

P-13 Handbook, Chapters 2, 6, 
8 



Emphasize proper use and ter- 
minology throughout. 



Use handouts on local system. 



POD rerm 3S42^ 
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Traminc i For (Position) 
ld«n No 



Mamtt'nanco Mechanic 
(MPK) 



Instructor to b« (Position) 



POST OmCE DCPARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS _ 

Skill or Topic 

Tray Tramsport SysU'm Maintenai ce — Cont. 
Typ« of Appointmtnt 



Basic TImt 



Wh«re Should Tra.ning bt Conducttd? 



Whsn Should Trammi^ b« Conducted? 




Points To B« Cov«r«d 



H. : Troubleshooting: pruides 

I. Common repairs, loplacements and adjustments 



Instructional Aids and 
Notes to Instructor 



Demonstrate lacing and have 
trainees i)erform under close 
supervision as appropriate. 



ERIC 
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POST OfFICC rXPAKTmHT 
CRAR SKILL TRAINING REQUIREMENTS 



Traiflins 
IdM. No. 



For (Poiitton) 

Maintenance Mechanic 
(MPE) 



Skill or Topic 

Tortahle Conveyor Maintenance 



Basic Jhn* 

8 hours 



inttructCK to (Position) 
Supervisor or Job Instructor 



Whtrt Should Training bo Conducttd? 

Classroom and Workroom Floor 



Typo of Appointmont 

Regular (Annual Rate) 



Dotif. and Act Codo 



Whtn Should Training bt Conducttd? 



Prior to assignment to independent maintenance of portable conve*'ors. The need for skill training will be based 
on the judgement of the employee's super\'isor. 



Potnts To Bt Covtrod 



Instructional Aids and 
Notas to Instructor 



A. Introduction — purpose, terminology, general description 

and safety considerations 

B. Construction and operating principles 

1. Drives 

2. Drive arrangement 

3. Motors and controls 

4. Reducers 

5. Power transmission equipment 

6. Pulleys 

7.. Conveyor belting 

8. Belt supports 

9, Takeup devices 

C. Preventive maintenance 

1. Concept 

2. Checklists and route sheets 
3« Lubrication program 

4. Procedures 

D. Common repairs, replacements and adjustments 



Facilities Handbook MS-26, 
POD Portable Conveyors 

Manufacturer's Manual/Hand- 
book for particular local 
equipment. 

P-13 Handbook, Chapters 2, 6, 
8 
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u S fOST *u SE 1 VIC C 




NAMC OF fc.M*>LO"*EE 


INDIViOUAL TRAINING RECORD 


OESICNATION ft ACTI>ri * « 


COOE 


SOCI At. 4CCURI T -» NO 


PO$t TION 

M«int*f>o«ic« Mechanic, MPE 




CHECK 


REQUIRED 
INSTRUCTION GIVEN* 


ADDITIONAL 
TRAINING PROVIDED 


SUPERVISOR'S 

Si gn ature and 

DA'-E 




SKILL OR TOPIC 

' 1 

1 


TNG 
NEEDS 


INS • R^C TOR S 
»NI Ti *^S A»*0 
O ATE 


T .MC 
USED 


INSTRv>C roR S 
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GATE 


TNC 
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0«EO 
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1 B. CRAFT ORIENTATION-ALL TOPICS 
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376 GorogeiTKsn 

376.1 MainteiKmce Craft Orientotion ReqinmiMNils 



POST omcE ocnumiENT 
CRAFT ORIENTATION REQUIREMENTS 



Tr«tntnc 
Idtfl. Ho. 



For (PDttlKMl) 

(tarageman 



SMI or Top«c 

Fur|K>se and Organization of Vehicle 
Maintenance Facilities 



Basic Tmio 

1 hour 
30 minutes 



Instructor to bo (Position) 
Superintendent or Designated 
Supervisor 

Wfioro Stiould Traifiific bo Cooductod? 
Training Room 



Typo of AppOMibnor.t 

Regular (Annual Rate) 
Cancer Substitute 



Otstg. and Act Codo 

15-2 

45-2 



Whon Should Traintnc bo Conductod7 

KoUuvv'ing completion of general orientation and before assignnoent to job performance. 



Pomts To Bo Covorod 



A. (Ireeting and welcoming of new employee 

B. Purjwse of the facility 



C. Organization of the facility — administration, mainte- 

nance, supply 

D. Relationship to 

1. Postmaster and main post office 

2. Other local units, branches, stations, perimeter of- 

fices, nonpei-sonnel offices, etc. 

3. Region 

4. Head(iuarters 

E. The Vehicle Maintenance Sto»y 



Instructional Ants and 
Notos to Instructor 



Ch. 1, Methods Handbook Se- 
ries M-2, Vehicle Mainte- 
nance Facility. Emphasize 
"movement of the mails." 



F Layout of local facility 

1. ; Shops 

2. Supply rooms 

3. Administrative office 

4. Washrooms 

5. Locker rooms 

6. Lunchroom 

7< Others as appropriate 



16mm projector and screen 
Introduce, show* and discuss the 

film The Vehicle Maintemmce 

Story. 

Conduct new employees on 
guided tour of the facility 
covering points listed and 
emphasizing safety consider- 
ations as observed on the 
tour. Introduce to coworkers 
and assign a clean locker. 



O orm 2543>A 
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Tr»«nmg 
IdMi No. 



For <Pottlion) 
(iarageman 



Instructor to be iPosctlon) 
Superintr relent or Supen-isor 



TOST OFFICE DEFAimiENT 
CRAFT ORIENTATION REQUIREMENTS 

Skill or ToiiiC 

Kesponsit>ihttos ami i)utios of the Tosition 



Typo of Appointmoflt 

ICeguiar (Annual KatP) 
Career Substitute 



WK«ro Should Training bo Conduetod? 

Classroom or Quiet Area 



Whon Sliould Train* ng b€ Conductod? 

Prior to assignment to job performance 



Basic Timo 

•ir> minutes 



I Oesig And Act. Coda 



15-2 



Point* To Ba Covartd 


lnstructK>n«i Aids and 




Notts to Instructor 


A. Introduction and relationship to supervisor 




B. Necessity of following instructions 




C Work area conduct 




1. Good housekeeping 




2. Smoking regulations 




3. Personal needs 




4. Personal effects 




5. Horseplay 




6. Private business 




7., Use of telephone for personal calls 




D. Duties of position 


Job description 


1. Washing vehicles 


2. Steam cleaning vehicles 




3. Cleaning garage area 




4. Lubricating vehicles 




5. Refueling vehicles 




6. Tire buildup aiui sen^icing 




7, Service vehicles and service calls 




8. Assisting mechanics 




E. Bidding and tour assignment 




1. Hours of work 




2. Punching timeclock 




3. Requirements for entries on timecards 


Form 1230 


4. Punctuality and good attendance 


5, Annual and sick leave procedure 


Form 3971 


6. Vacation planning and scheduling 




7, Posting of work schedule 




8. Procedure to follow when unable to report for duty. 




Telephone numbers— when to call 





May 1HS 
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Craft Orientotion ond Skill Training: Maintenance 



POST ofROE ocramiEffr 



Training 

IchMi No. 



For (Position) 


SVilt or Topic 


BmIc Timo 


GaraReman 


Car<»er Development 


45 minutes 



Instructor to bo (Position) 
Superintendent or Supervisor 



Wtioro Shouin Training bo Conductotf? 

Classroom or Quiet Area 
Whon Should Tramtnf bo Conduct'-" 

Prior to job assignment 



Typo of Appo«ntmont 

Regular (Annual Rate) 
Career Substitute 



Dssig. and Act Codo 

15-2 
45-2 



Points To B« Covorod 



A, Suggestion awards program 

1. ; Purpose 

2, Procedures for submitting suggestions 
3 Benefits 

B, , Training 

1, Instructional programs 

2. Self improvement 

3. Outside study and schooling 

4, On-the-job instruction 

C, Variety of job assignments 

1, Advantages to the Postal Service 

2, Advantages to the Individual 

D. Career counseling 

1. SupeiTisor 

2. Superintendent 

3. Senior mechanics 

E. Probationary period 

F. Periodic evaluations of performance 



Instructionol Aids and 
Notos to Instructor 



Methods Handbook, M-2, part 
170 and Postal Service Man- 
ual, Subchapter 430. 



Postal SeMce Manual, 412.7 



^ rOD form 2M2-A 
O Aor 19M 
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376.1 (p. 4) 



CRAFT ORIENTATION REQUIREMENTS 


1 IdMi. No. 


For (Position) 
Garsgeman 


SWH or Topk: 
Shop Safety 


Basic Timo 1 
2 hours 1 


intiructor to IM (^mon) 
1 « 

Supervisor or Job Instructor 
1 Wiitro Should Traininc bo Conductod7 

Ganij^e Area 


Typo of AppointiiMnt 

ReguUr (Annual Rate) 
Career Substitute 


Oot^ ond Act Codo 1 

15-2 1 
45-2 1 


1 wnon snouM Trvinific bo Conducted? " ~^ 1 



Prior to assignment to job performance 





i ^ints To 8o Covorod 


Instructional Aids and 
Notos to Instructor 


1 A. Use of equipment 
1 1. Jacks 
1 2. Hoists 
1 3. Stands 
1 4. Creepers 
1 5. Drop lights 


Demonstrate proper use of 
equipment, emphasizing safe- 
ty considerations. 

supervisor s oaiety HanaoooKy 
Personnel Service P-13, 
Chapters 2, 4, 6, 8 


j B. Protective devices— types and proper use 
1 1. Exhaust systems 
1 2. Shields and glasses 
1 3 Grindpru 

1 4. Others as appropriate 


Methods Handbook M-2, part 
260 


j C. Fire extinguishers 
1 1. Location 
1 2. Types 
1 3. Use 




1 D. Fire regulations 




1 E. Reporting of 

1 1. Injuries 

1 2. Accidents 

j 3. Unsafe conditions 




1 *The safety officer should advise and counsel the instructor to the 
1 extent necessary. 
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Craft Orientation and Skill Training: Maintenonce 



TratninS For (Position) 
ld«n. No. 

Garageman 


Skill or Topic 

Manuals, HandbiH>ks and Charts 


Ovviv 1 IffW 

30 minutes 


Instructor to bm (Position) 
Superintendent or Supervisor 

Wh«r« Should Irammg b* Conducted? 

Training Room or Qui*^t Area 


Typ« or Appointmont 

Regular (Annual Rate) 
Career Substitute 


DMlg. and Act Coda 

45-2 



POST OFFICE OtPAimKMT 



When Should Training be Conducted? 

Trior lu as.sij?n!r.*»nt to job performance requiring use of manuals, handbooks and charts. 



Points To Bo Covered 



A. Employee handbook 

1.. Issuance 

2. Custody 

3. Use 

4. Responsibility for obtaining and making changes 

B. Shop manuals and references 

1. : Procedure for obtaining 

2. Use 

C. Lubrication charts 

1. : Source 

2. Use 

D. Specifications and information chaiis 

1. ; Source 

2. Use 

E. ; Postal Service Manual 

1. : General contents 

2. Location 

3. Authority 

4. Use 



Instructional Aids and 
Notes to Instructor 



Methods Handbook Series M-2, 
Vehicle Maintenance Facil- 
ity. Note those sections par- 
ticularly applicable to the 
garageman. 



Postal Service Manml 



Q } Form 2S42«A 

ERIC"" 
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POST OFFICE OePAKTMENT 
CRAFT ORIENTATION REQUIREMENTS 



ld«n. No. 



For (Potition) 
Garageman 



Skill or Topic 

Vehicle Maintenance Progrram 



Basic Tim« 

1 hour 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Whor* Should Training f Conduct«d7 

Quiet Area 



Typa of Appointmant 

Regular (Annual Rate) 
Career Srbstitute 



Datig. and Act Coda 

15^2 
45-2 



Whtn Should Training ba Conductad7 



Prior to assignment to job performance 



Points To Ba Covarad 



A. Preventive maintenance 

1. Concept 

2. A-B-C services 

3. Garageman's duties in these 

4. Publications/ charts/forms — general use 

B. Repair maintenance 

1. Concept 

2. Garageman's duties 

3. Reporting need as noted during servicing 

C. Work Order, Form 4543 

1. Use 

2. Procedure for completion 

3. Estimated repair/accomplishment time 



D. Work Standards 

1. Quality 

2. Quantity 



POO rorm 3S42--A 
May 19M 



Instructional Aids and 
Notas to Instructor 



Methods Handbook, M-2, Chap- 
ters 3 and 4. 



Have new employee complete a 
Form 4543 for a representa- 
tive job under close supervi- 
sion ; emphasize accuracy and 
end use of data entered on 
form. 



"95 
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Craft Orientation and Skill Training: Maint«nanee 



Training 
ld«n. No. 


For (Position) 
Garageman 


Skill or Topic 

Stockroom Procedures 


Basic TIma 

20 minutes 


Instructor to b« (Position) 

Chief of Supplies or Supervisor 

Wfiar* Should Triining b« Conductod? 

Stockroom 


TyfM of Appointment 

Regular (Annual Rate) 
Career Substitute 


DMig. and Act. Code 

15-2 
45-2 



POST OmCE OEPAimKNT 
CRAFT ORIENTATION REQUIREMENTS 



Whan Should Training ba Conductad? 

Prior to job assignment requiring knowledge of stockroom procedures 



Points To Ba Coi/arad 


Instructional Aids anJ 
Notas to Instructor 


A. Securing parts and materials 


Show use of Form 4543 


B. Securing special tools 


Show use of tool checks 


C. Stockrooin security 




D. Parts chasing 




E. Cleaning of stockrooms 





POD Form 2S43-A 
Moy 1961 
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Craft Orientation and Skill Training: Maintenance 
376.2 Maintenance Craft Skills Training Requirements 



POST OmCE OEPAIVTMOnr 
CRAFT SKILL TRAINING REQUIREMENTS 


Training 
fdtn. No. 


For (Position) 
Garage man 


Skill or Topic 

Washing Vehicles 


Basic Time 

1 hour 
30 minutes 


Instructor to b« (Position) 
Supervisor or Job Instructor 

Whcr« Should Training be Conducted? 

Wash Rack Area 


Type of Appointment 

Regular (Annual Kate) 
Career Substitute 


Desif . and Act Code 

15-2 
45-2 


Whan Should Training ba Conducted? ~ 

nl^nt o\%L"trp^;e^-snu?'Sr.'" The need for skill training will be based on the judg- 


Points To Be Covered 


inttructionai Aids and 
Notes to Instructor 



A. Safety considerations 

B. Preparation for washing 

1. Proper placement ard parking of vehicle 

2. Preparing washing solution 

3. Assembling of equipment used in washing 

4. General care and use of equipment 

5. Cleaning inside of vehicle 

C. Washing procedure 

1. Grill work and front end 

2. Body 

3. Back, including rear door (as appropriate) 

4. Glasswork 

D. Avoiding excessive water on instrument panel 

E. Characteristic automatic and handwashing considera- 
tions 

F. Cleaning and inspection of area following washing op- 

erations 

J. Reports and records as appropriate 



Demonstrate this and each sub- 
sequent procedure? and have 
trainee perform under close 
supervision. 
M-2 Handbook, Part 260 
P-13 Handbook, Chapters 2, 6, 
8 



Q 9 Hm 2$n4 
12*1-70 
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FOST OFFICE DtfAimiCNT 
CRAFT SKILL TP^INING REQUIREMENTS 



\ rainmf 
ld«n. No. 



For (Potition) 
Garagoman 



Instructor to b« (Position) 
Supervisor or Job Instructor 



Wt)«r« Should Training bm Conducted? 

Steam Cleaning Area 





Skill or Topic 


Baste Tima 




SU»am Cleaning Vehicles 


1 hour 
80 minutes 


Typo of Appointmsnt 


Dssig. and Act Cod* 


Regular (Annual Kate) 
Ca*'et»r Substitute 


15-2 
45-2 



Whan Should Training ba Conductad? 

Prior to independent assignment to job performance. The need for skill training will be based on the judg- 
mt»nt of the enipluyi supervisor. 



Points To Ba Covartd 



Instnictional Aids and 
Notes to Instructor 



A. Safety considerations — lifts, jacks, cleaning solution, 
steam cleaning plant 



B. , Preparation for steam cleaning 

1. Preparinpr the vehicle 

2. Preparing the cleaning solution 

3. Assembling testing care of cleaning equipment 

C. Protection of ignition system 

D. Cold water cleaner 

E. Care and operation of steam cleaning plant 

F. . Records and reports as appropriate 

(i.. Cleaning and inspection of area following steam cleaning 
operations 



M-2 Handbook, Part 260 
P-13 Handbook, Chapters 2, 6, 
8 

Demonstrate this and each sub- 
sequent procedure and have 
trainee perform under close 
supervision. 



-OO fmtm 2S43-t 
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Tramiftc 
ItfM. No. 



For (Potilk>n) 

Garagoman 



inttructor to bo (f^otltlon) 
Supervisor or Job Instructor 



POST OFFICC DCmmTMENT 
Cnm SKtlL TRAiNINQ^EQUmEMENTS 

%kM or Topic 

Fr(»ssiin» Cleaning 



Typo of Appointmont 

Regular (Annual Kate) 
Caivor Substitute 





Batic Timo 

1 hour 




Dotlg. and Act. Co^ 

15-2 
45-2 



Wharo SftouM Training bo Conductad7 

Pressure Cleaning Area 
Whan Stioiild Training bo Conductad? 



m^n^^?tS:,%"S::^'sTu'^^^ "-f"""-"'"- noo.i for skill training will be ...sed on the jud,- 



POtntt To Sa Covarod 



A. Safety considerations— lifts, cleaningr solution, pressure 
cleaning equipment 



Prepartion for pressure cleaning 

1. Vehicle 

2. Solution 

3. Assembling testing/care of equipment 
Pressure cleaning principles 

Cleaning procedures, including proper use of equipment 
E. Inspection, cleanup, records and reports as ap^^ropriate 



Inatfuctional Aids and 
Notat to inttructor 



Familiarize trainee with equip* 
ment ; demonstrate proper 
use and care and cleaning 
procedures ; have trainee per- 
form under close supervision. 

M-2 Handbook. Part 260 
P--13 Handbook. Chapters 2. 6, 
8 



O / IN* 
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1^. H9. 



for (PotHMl) 

G«r««<enian 



CWrr WILL TWAiHIHC irgQOIi lgiiEHTS 
SlUlt Of Tmpic 

Lubrication Service Duties 



4 hours 



inttniclof to bo (^iHon) 
Sup«nri»or or Job Instructor 

mmfm SHomM Trointog b9 Coiukictod? 
Lubrication Service Area 



Typo of Ap^lntmtnt 

Reifular (Annual Rate) 
Career Substitute 




WlMHi tlioaM Troin>nt Im Condudtdf 



Prior to independent assignment to job performance. The need for skill training wiU be based on the jiidf. 
mem of the employee's superviior.. 



faints To Bo Covoro^ 



A. General safety considerations 



B. Scheduling of lubrications and oil changes 

C. Vehicle Maintenance Work Order, Form 4543 

1. Preparation 

2. Use in lubrication service 

D. Hoist operation 

1. For mailsters 

2. For trucks 

3. For other vehicles 

4. Safety considerations 

E. Lubrication charts 

1. Source 

2. Use 

p. Draining of crankcases 

1. Procedure 

2. Safety considerations 

G. Lubrication 

1. Equipment — proper use and care 

2. Procedures 

3. Safety considerations 

H. Batteries 

1. Cleaning and treating: terminals 

2. Safety considerations 



lAotfvetionol AMt ood 
Hotoo to Ifistruetor 



M-2 Handbook, Part 260 
P-13 Handbook. Chaptera 2. 6, 
8 

Chapter 3, Facilities Handbook, 
M-^2 

Tell and show use of Form 4548, 
have trainee make entries 
under close supervision. 

Demonstrate this and each sub» 
sequent procedure and have 
trainee perform under close 
supervision. 



O ly IMS 
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376.2 (p. 5) 





raST OFFICC OEnurTMOIT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ici«n. No. 



For (Position) 

Garageman 



SWii or Topic 

Lubrication Service Duties—Continued 



instructor to bo (Position) 



Basic Timo 



Whoro Should Training bo Conductod? 



Typ« of Appointmont 



Whon Should Training bo Conductod? 

The need for skill training wil! be based on the judgment of the employee' 



Ootif. and Act Codo 



s supervisor. 



Points To Bo Covorod 



I. Checking tires 

J. Checking master cylinder 

K. Filling automatic transmission 

L. Cleaning cab area 

M. Replacement/cleaning of seat belts 

N. Completion of garageman entries on records and reports 

0. Reporting of defects/damages requiring repair to super- 
visor 

1. Forms used 

2. Procedures 



Instructional Aids and 
Notot to Instructor 



Forms 4543 and 4574 



ERIC 
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POST OFFICE DEPMITMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
Idan. No. 


For (Position) 
Garageman 


SHIll or Topic 

Refueling Station Duties 


Basic Timo 

2 hours 


Instructor to ba (Position) 
Supe^isor or Job Instructor 


Typa of Appointmant 

Regular (Annual Rate) 
Career Substitute 


Dasig. and Act Coda 

15-2 
45-2 


Wtiara Should Training ba Conductad? 
Refueling Area 



When Should Training ba Conductad? 



Prior to independent assignment to job performance. The need for skill training will be based on the judg- 
ment of the employee's supervisor.. 





Instructional Aids and 




Notaa to Instructor 


A. Cteneral safety considerations 


M-2 Handbook, Part 260 


1. LjOcation ano ube oi nre extiiii^uiaiicio m iciucniit^ 




area 


P-13 Handbook, Chapters 2, 6, 


2. No smoking requirements 


8 


&. Turnoff of ignition switches prior to fueling 




4.; Others as appropriate 




B. Use of Form 4574 in issuing fuel and oil 


Demonstrate proper use and 


1. Signature requirements 


have trainee perform under 


2. Pump readings 


close supervision. 


3. Tour changes 




C. Refueling procedures 


Demonstrate this and each sub- 


sequent procedure and have 




trainee perform under close 




supervision. 


D. Inspection of tires 




1. For proper inflation 




2. For safe amount of tread remaining 




3. For unusual wear 




E. Pump cutoff switches and valves 




1. Proper use 




2. Safety considerations 





F. Receiving bulk gasoline and oil 

1. Procedures 

2. Safety considerations 



ERIC 



»O0 Form 2542-1 
O lay iMt 

302 



Craft Orientation and Skill Training: Maintenance 
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POST OFFICE DCPARTMCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Trammc 
ld«n. No. 



For (Position) 
Garageman 



Skill or Topic 

Tire Repair and Servicing 



Basic Tim* 

4 hours 



Instructor to bo (Position) 
Supervisor or Job Instructor 



Whara Sti'juld Training ba Conductad? 

Tire Shop Area and on 
Road Service Vehicle 



Typa of Appointmant 

Regular (Annual Rate) 
Career Substitute 



Dasif . and Act Coda 

15-2 
45-2 



Whan Should Training ba Conductad? 



Prior to independent assignment to job performance. The need for skill training will be based on the judg- 
ment of the employee's supervisor. 



Points To Ba Covarad 



A. General safety considerations 

1. : During tire buildup 

2. While servicing 

3. WTien jacking 



B. Use and care of tools 

1. Floor jack 

2. Stand 

3. Pneumatic tools 

4. Tire tools 

5. Impact wrenches 

C. Preparations for tire buildup 

1. Assembling parts needed 

2. Assembling, inspecting and laying out tools 

D. Tire disassembly and buildup procedures 

E. Inflation of tires, including use of tire inflation cage 

F. Balancing of tires/wheels 

G. Removal and installation of tires on vehicles 

1. Safety considerations 

2. Preparations — assembly and layout of tire and tools 

3. Jacking, removal and replacement 

4. Completion of job, including checking security of 

work, collection and storage of tools, etc. 



Instructional Aids and 
Notas to Instructor 



Cover points generally at this 
time; show specific applica- 
tion at pertinent points 
througnout instruction/close 
supervision period. 

M~2 Handbook, Part 260 

P-13 Handbook, Chapters 2, 6, 
8 



Demonstrate this and each sub- 
sequent procedure and have 
trainees perform under close 
supervision. 



May IfM 



ERIC 



303 



376.2 (p. 8) 



Croft Orientation and Skill Training: Mointenonct 



rOST OFFICE DCFAimiCNT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
ld«n. No. 


For (Position) 
Carageman 


Skill or Topic 

Tire Repair and Servicing — Continued 


Basic Timt 


Instructor to bo (Position) 

Whoro Should Training b« Conducted? 


Typo of Appointmtnt 


Dttig. and Act Codo 



Whan Should Training ba Conducted? 



Points To Ba Covarad 



H. Tire repair, including use of tread gauge 

I. Tire security and records and reports as appropriate 



tnstruetionat Aids and 
Notas to Instructor 



Form 4625, Mounted Tires and 
Batteries Authorized for 
Fleet Use 



POO Form 2S42-« 
M«y IfM 
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Craft Orientation and Skill Training: Maintenance 



POST OFFICE DEPAimiENT 
CRAFT SKILL TRAINING REQUIREMENTS 


Trtining 
id«n. No. 


For (Position) 
Garageman 


Skill or Topic 

Cleaning Garage Area 


Basic Timo 

4 hours 



Instructor to Im (Position) 
Supervisor or Job Instructor 



Whoro Should Training b« Conducted? 
Garagework Area 



Typo of Appointment 

Regular (Annual Rate) 
Career Substitute 



Oosig. and Act. Codo 

15-2 
45-2 



Whon Should Training bo Conducted? 

During first assignment to job performance. The need for skill training will be based on the judgment of the 
employee's supervisor. 



Points To Bo Covortd 



A. Types of cleaners used 

1. ; To clean floors 

2. To clean walls 

3. To clean work benches 

4. To clean stalls, including grease from floors and 

walls 

B. General safety considerations 



C. Cleaning procedures 

1. For garage floor 

2. For stalls and work benches 

3. For offices, lunchroom, washrooms, etc. 

D. Use of powered cleaning equipment 

1., Safety considerations 

2., Care of equipment 

3. Procedures for most efficient use 

E. ; Care and use of rubbish containers 



Instructional Aids and 
Notes to instructor 



M-2 Handbook, Part 260 
P-13 Handbook, Chapters 2, 6, 
8 

Demonstrate procedures and 
have trainee perform under 
close supervision. 



ERIC 



POO Form lS43-t 
May 19a 

12-1-70 
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POST OFFICE DEPARTMENT 
CRAFT SKILL TRAINING REQUIREMENTS 



Training 
Iden No 



For (Position) 
Garageman 



Instructor to ba (Position) 
Driver Training Instructor 



Whare Should Trjumni ba Conducted? 
Designated Area For Driver 
Training 

Whan Should Trammi be Conducted? 



Skill or Topic 
Driver Training 



Type of Appointment 

Regular (Annual Rate) 
Caret»r Substitute 



Basic Time 

(*) 



Desif. and Act Coda 

15-2 
45-2 



Determination of the need for skill training is the responsibility of the employee's supervisor. In all cases 
where drivt^r training is considered, the supervisor will consult with a driver instructor o* examiner in deter- 
mming the need and extent of the training required. 



Points To Be Covered 



Types of vehicles. 

1. Mailster 

2. K-H Drive 

3. L-H Drive 

4. Tractor and trailer 

5. Other (specify) 



•Provide 2 hours instruction and practice for right-hand drive or 
three-wheeled vehicles. Allow 40 minutes practice for left-hand drive 
vehicle when trainee has received prior training on right-hand drive 
or three-wheeled vehicle.. If Ipft-hand truck qualification is needed, 
provide 2 hours practice for that vehicle. Allow 1-2 hours for tractor- 
trailer operator training. Allow up to 1 hour for Driver Orientation, 
312, points A, C, E, F, G, J, K. 



ERIC 
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instructional Aids end 
Notes to Instructor 



See Driver Orientation, 312 (p. 
11) cover points A, C, E, P, 
G, J, K. The Safety Belt 
Film, Make It Your Habit, 
will be shown at the option 
of the Job Instructor (Em- 
ployees driving in public 
thorofares should see the 
Safety Belt Film.) 

P-13 Supervisors Safety Hand- 
book, Chapters 2, 4, 6, 8 

M-2 Handbook, Part 260 



TU4, 13-1-^0 
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Croft Orientation and Skill Troining: Maintenance 
376.3 individual Training Record 



u $ 

INDtVIDUi 


Post al service 


DATE ENTERED ON OUT V 


NAMC OF EMPlOVEC 


KL TRAINING RECORD 


DESIGNATION » ACTIVITY CODE 


SOCtAL SECURITV NO 


POSI tion 
Corogaman 




CHECK 


REQUIRED 
INSTRUCTION GIVEN* 


ADDITIONAL 
TRAINING PROVIDED 


SUPERVISOR'S 
SIGNATURE AND 
DATt 




SKrUL OR TOPIC ' NEEDS 

I K> 


I Ruc TOR' 9 

INI 1 1 ALS AND 
DATE 


1 NG 
TIME 
USED 


INSTRUC TOR $ 
INITIALS AND 
DATE 


TNG 
TIME 
USED 


REMARKS 


A. GENERAL OHI B N T A T ION - A L L TOPICS [ 
IN GENERAL OKiENTATiON GIVEN | 














B. CRAFT ORlF.NTATtON- ALL TOPICS I 
• N CRAFT ORIENTATION GIVEN 1 






























C. CRAFT SKILLS 
















1 WASHING V CM'C -I i 


















2 STE AM Ci^ "l AN. -.1- V THIC LE5 
















3 PRESSUHL CLEAN 
































S REFUEI-tNC STATION DUTIES 
















6 TiRC R^PAI i AND Sc^RvlClNO 
















7. CLEANING OARAGE A^^ E A 
















0. CRAFT SKILLS-DRIVER TRAINING 
















1 DRI V ER OR! tN T A Tl ON 
















2 VEHICLE 
AMIL- 
1 ARI I A-' 


a. Left Hand Drive 
















b. Right Hanil Drive 
















TlON 


c. Three Wheel Vehicle 
















3 CONTROLLED DRIVING PRACTICE 
AND TESTING 
















■ . LHD or l-Ton 
















b. Right Hand Drive 
















c. Thr«« Whtttl Vehicle 
















4 TR ACTOR- TR AtLER 
















5. Other f^f^,-! t/W, 
































































































































•Whan mppUc^bio, instructor ahmll rxote und^r "REMARKS" thmt mdditionsi trmining in thim mkitt ts needed. 





P% fotm 

Sep. iV70 
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Craft Orientation and Skill Troining; Maintanonc* 



377 Automotive Mechanic 






377.1 Maintenance Croft Orientation Requirements 








POST OFFICE DCFAIVTMCNT 






CRAFT ORIENTATION REQUSREMENTS 




Training 


For (Position) 


Skill or Topic 


Basic Tim* 


idtn. No. 








Automotive Mechanic 


Purpose and Organization of Vehicle 


1 hour 






Maintenance Facilities 


30 minutet 



Superintendent or Designated 

Supervisor 



Wh«r« Should Training ba Conductad7 

Training Room 



Typa of Appointmant 

Regular (Annual Rate) 
Career Substitute 



Oatif- and Act Cod* 

IS-l 
4S-1 



Whan Should Training ba Conductad? 

Following completion of general orientation and before a&>signment to job performance. 



Points To Ba Covarad 



Instructional Aids and 
Notai to instructor 



A. Greeting and welcoming new employee 



B. Purpose of the facility 

C. Organization of the facility — administration, mainte- 

nance and supply 

D. Relationship to 

1. Postmaster and main post office 

2. Other local units, stations, branches, perimeter of- 

fices, nonpersonnel offices, etc. 

3. Region 

4. Headquarters 

E. The Vehicle Maintenance Stoiy 



F, Layout of local fa( ility 

1. Shops 

2. Supply rooms 

3. Administrative office 

4. Washrooms 

5. Loc^ ^r rooms 

6. Lunchrooms 

7. Bulletin boards 

8. Others as appropriate 



Chapter 1, Methods Handbook, 
Series M-2, Vehicle Mainte- 
nance Facility. Emphasize 
"movement of the mails." 



16mm projector and screen 
Introduce, show and discuss the 

film The Vehicle Maintenance 

Story. 

Conduct new employees on 
guided tour of the facility 
covering points listed and 
emphasizing safety consider** 
ations, fire prevention and 
firefighting equipment at ap- 
propriate points on the tour. 
Introduce to coworkers and 
assign a clean locken 



ERJC 
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377.1 (p. 2) 









mr omcc ommmHf 






CRAFT ORIENTATION REQUIREMENTS 




Trainmt 


For (Position) 


Skill or Topic 


Basic Tims 


Id^n. No. 






Automotive Mechanic 


Responsibilities and Duties of the Position 


45 minutes 



Instructor to bo (Position) 

Superintendent or Supervisor 



Whoro Should Training bo Conductod? 
Classroom or Quiet Area 



Typo of Appointmont 

Regrular (Annual Rate) 
Career Substitute 



Doslf. and Act Codo 

16-1 
45-1 



Whon Should Training bo Conductod? 

Prior to assignment to job performance 



Points To Bs Covorod 



A. Introduction and relationship to supervisor 

B. Necessity for following instructions 

C. Work area conduct 

1. Good housekeeping 

2. Smoking regulations 

3. Personal needs 

4. Personal effects 

5. Horseplay 

6. Private business 

7. Use of telephone for personal calls 

D. Duties of position 

1. Diagnosing and repairing mechanical and operat- 

ing difficulties of vehicles 

2. Adjusting and tuning engines and engine acces- 

sories 

3. Repai ri ng an d replaci ng automotive electrical 

equipment and components 

4. Conducting post-repair functional tests 

5. Operating test equipment 

6. Changing engines 

7. Overhauling transmissions, rear end assemblies and 

braking systems 

8. Repairing vehicle bodies 

9. Conducting emergency repairs 
10. Performing vehicle inspections 



M«y IMS 



Instructional Aids and 
Notos to Instructor 



Job description 



^^^^ "-'-70 
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Craft Orientation and Skill Training: MointmcmM 



rosT omcc nmummr 
CftAFT ORIENTATION REQUIREMENTS 


Traming 


For (Position) 
Automotive Mechanic 


SWil or Topic 

Responsibilities and Duties of the 
Position — Continued 


Basic Timo 



Instructor to bo (Position) 



Typo of Appointmont 



Dosis. and Act Codo 



WItoro Should Training bo Conducttdr 



Whon Should Training bo Conductod? 



Points To Bo Covorod 



E. Bidding and tour assignment 

1. Hours of work 

2. Punching time clock 

3. Requirements for entries on time cards 

4. Punctuality and good attendance 

5. Annual and sick leave procedures 

6. Vacation planning and scheduling 

7. Posting of work schedule 

8. Procedure to follow when unable to report for duty. 

Telephone numbers — ^when to call 



Instructional Aids and 
Notoo to Instructor 



Form 1230 
Form 3971 




12-1-70 
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For (^itkm) 


SWil or Topic 


•Mie Tiifio 


ld«n. No. 










Automotive Mechanic 


Career Development 


45 minutes 



KMT OmCI INMRTMDrr 
CRAFT ORIENTATION REQUIREMENTS 



inttructof to bo (P^ooitlon) 
Superintendent or Supervisor 



Wtioro Should Troininc bo CooAictod? 
Classroom or Quiet Area 



Typo of Appokitmont 

Regular (Annual Rate) 
Career Substitute 



Dooif. of»d Act Codo 

15-1 
46-1 



Wtion Should Troinmt bo Conductodr 
Prior to job assignment 



Points To Bo Covocod 



Inotruetionol AMt and 
NoCoo to iRitructor 



A. SufiTgestion awards program 

1. Purpose 

2. Procedures for submitting suggestions 

3. Benefits — individual and Postal Service 



B. Training 

1. Instructional program 

2. Self-improvement 

3. Outside study and schooling 

4. On-the-job instruction 

C. Variety of job assignments 

1. Advantages to the individual 

2. Advantages to the Postal Sen ice 

D. Career counseling 

1. Supervisor 

2. Superintendent 
8. Senior mechanics 

E. Probationary period 

F. Periodic evaluations of performance 



Methods Handbook^ M-2» part 
170 and Postal Service Man- 
ual, Subchapter 430 



Postal Service Manual, 412.7 



mvf IMS 
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Craff OriwitoHon ond SIOH Training: MdnN non o 



Tr»iniM| 


For (^Mitten} 


SltMl or Topic 






Automotive Mechanic 


Shop Smfety 


2 boon 



ratr omcf ommmon 

OMFT ORIENTATKm MEQUIHEMENTS 



Superviaor or Job Instructor 



Whtr* Should Trsioing M C0fitfuct«d7 

Gftrtce Area 



rypm of Apooi mwo t 

Reru!ar (Annual Rate) 
Career Substituto 



Ootlf. witf Act 



Wti«A Sliould Traiotnc bo ConOucttor 



Prior to assignment to job performance 



l^ints To 8« Cev«ftd 



A. Use of equipment 

1. Jacks 

2. Hoists 

3. Stands 

4. Creepers 

5. Drop lights 



B. Protective devices — ^types and proper use 

1. Exhaust systems 

2. Shields and glasses 

3. Grinders 

4. Others as appropriate 



iMtnietlOfisI Am •.Id 
Not«s lo Instructor 



Supervisor's Safety Handbook, 
Personnel Series P-18, Chap- 
ter's 2, 4, 6. 8 

Demonstrate proper use of 
equipment, emphasizing safe- 
ty considerations. 

Methods Handbook, M-2, part 
260 



C. Fire prevention, including fire regulations 

D. Firefighting equipment 

1. Location 

2. Types 

3. Use— by types of fires and equipment 

E. Reporting of 

1. Injuries 

2. Accidents 

3. Unsafe conditions 

*The safety officer should advise and counsel the instructor to the 
extent necessary. 



POO fim 
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Automotive Mechmnk 


Manuals, Handbooks and Charts 


30 minutes 


SttperiiiteiMlcnt or Superrisor 


RefvUr (Annual Rate) 
Career Substituu 


45-1 


Traiainff Room or Quiet Area 



CHAfT OIIIEHTATION REQUIMEMENTS 



WfiM SHeyie Trsininc iM Cefi#iiclMir 

Prior to assignment to job performance 



^»ifits T« Covered 



A. Employee handbook 

1. Issuance 

2. Custody 
S. Use 

4. Responsibility for obtaining and making changes 

B. Shop manuals and references 

1. Source 

2. Use 

C Facilities Handbooks 

1. Requirements 

2. Source 

3. Use 

D. Specifications and information charts 

1. Source 

2. Use 

E. Postal Service Manual 

1. General contents 

2. Location 

3. Authority 

4. Use» particularly sections applicable to vehicle 

maintenance 



iftfltnictiOfiAl AI4» eoe 
Ndss te instcuce^ 



Methods Handbook Series M~2, 
Vdiicle Maintenance Facil- 
ity. Note those sections and 
chapters of particular impor- 
tance to mechanics. 

P-IS Handbook, Chapters 2. 4, 
6, 8 



Postal Service Manual 



11-1-70 
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377.1 (p.7} Cnrft Orfntmfan ond SldW InMng: I MMtn enn 



CHAfT OftlEfaATKW REQUIREMENTS 





AuUmiotive M«chmRk 


SUM er Te^ 

Vehicle Maintenance Progrnm 


1 iMMir 


Suiierriaor or Job Instructor 
Classroom or Quiot Area 


Regular (Annual Rate) 
Career Substitute 


Oesig. and Oete 



Prior to assignment to job performance 



^•ifito To CevereS 



A. Scheduled maintenance 

1. Concept 

2. L-A-B-C services 

3. Mechanic's duties 

4. Publications /charts/forms— general use 

B. Repair maintenance 

1. Concept 

2. Mechanic's duties 

C. Vehicle Maintenance W^ork Order, Form 4543 

1. Purpose 

2. Preparation /entries 

3. Elstimated repair accomplishment time 

4. Disposition of form 

C. Work standards 

1. Quality 

2. Quantity 



Moles «a MMtrudof 



Methods Handbook^ M-2 



Have new employee make ap- 
propriate entries on a Form 
^543 for a representative job 
under close supervision ; em- 
phasize accuracy and end use 
of data entered on form. 



7811 
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rosr onicc ocmiiimcnt 
CRAFT ORIENTATION REQUIREMENTS 


Traininc 
iit«fi. No. 


For (Pot ition) 
Automotive Mechanic 


SMII or Topic 

Stockroom Procedures 


Bstic Timo 

30 minutes 



Instructor to bo (Position) 

Chief of Supplies or Supervisor 



Whoro Should Troininf bo Conduct«<l7 
Stockroom 



Typo of Appoifltmoiit 

Regrular (Annusl Rate) 
Career Substit"te 



DMif. and Act Codo 

1&-1 
4&-1 



Whtn Should Traintng bo Conducted? 

Prior to job assignment requiring knowledge of stockroom procedures 



Point! To Bo CovtroU 



A. Securing parts and materials 

B. Mechanic's tool box 

1. Issuance 

2. Custody 

3. Inventory 

4. Securing replacement items 

C. Securing special tools 
Stockroom security 

E. Parts chasing 



rOO ffm 254a-A 
12-1-70 



Instructionai Aids and 
Notos to Instructor 



Show use of Form 4543 



Show use of tool checks 
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Craft Oritntcrtion and Skill Training: Moi n ttnc m c t 



TOST omcc MmuvnmtT 

CRAFT SKILL TRAINING REQUIREMENTS 



Trammc 
ld«n. No. 



For (Position) 
Automotive Mechanic 



Skill or Topic 
Driver Training 



Basic Timo 

(•) 



Instructor to bo (Position) 
Driver Training Instructor 



WtMro Should Training bo Conductod? 
Designated Area For Driver 
Training 



Typo of Appointmont 

Regrular (Annual Rate) 
Career Substitute 



Dotig. and Act Codo 



Whon Should Train ina bt Conductod? 

Determination of the need for skill training is the responsibility of the employee's supervisor. In all cases 
where driver training is considered, the supervisor will consult with a driver instructor or examiner in deter- 
mining the need and extent of the training required. 



Points To So Covorod 



Types of vehicles 

1. Mailster 

2. R-H Drive 

3. L-H Drive 

' 4. Tractor and trailer 
5. Other (specify) 



* Provide 2 hours instruction and practice for right-hand drive or 
three-wheeled vehicles. Allow 40 minutes practice for left-hand drive 
vehicle when trainee has receivetl prior training on right-hand drive 
or three-wheeled vehicle. If left-hand truck qualification is needed, 
provide 2 hours practice for that vehicle. Allow 1-2 hours for tractor- 
trailer operator training, .\llow up to 1 hour for Driver Orientation, 
312, points A, C, E, F, G. J, K. 



Instructional Aids and 
Notos to Instructor 



See Driver Orientation, 312 (p. 
11) . Cover points A, C, E, 
G, J, K. The Safety Belt 
Film Make It Your Habit, 
will be shown at the option 
of the job instructor. Em- 
ployees driving on public 
thoroughfares should see the 
safety belt film. 

P-13 Supervisors Safety Hand- 
book, Chapters 2, 4, 6, 8 

M-2 Handbook, Part 260 



"BBS" 
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roir opncE dcfmitmbmt 

CRAFT SKILL THAINING HEQUIREMENTS 


Trainiitf 


For (PotitMm) 
Automotive Mechanic 


SkUl or Topic 

Scheduled Maintenance 


WnkG Timo 

6 houra 



instructor to bo (Po«rtten) 

Superviaor or Maintenance Analyst 



Wtioro SiMHild Traininff bo CofiduetodT 
Garate Am 



Typo of Appokitmont 

Re^lar (Annual Rate) 
Career Substitute 



Ootif. mn4 Act Codo 

15-1 
45-1 



Whon SheuM Troining bo Cooductodr 



Prior to independent assignment requiring only routine supervision. The need for skill training will be based 
on the judgment of the employee's supervisor. 



I^imt To to Covorod 



A. Receiving work assignment 



B. Information shown on Form 4543 when received by me- 
chanic 



C. Assembling tools/equipment needed in performance of 

scheduled maintenance 

D. Safety considerations 

E. Preparing vehicle for maintenance, as appropriate 

F. Scheduled maintenance procedures 

1. "L'' Service 

2. "A'' service 

3. "B" service 

4. "C' service 

G. Making entries on Form 4643 

H. Passing completed form to supervisor 



Ifiotnictlonol AM« ond 
Notoo to instructor 



Selected 4543's for representa- 
tive services 

Have trainee perform work 
shown on Work Order and 
make appropriate entries on 
the form under close super- 
vision. 



M-2 Handbook, Part 260 

P-13 Handbook, Chapters 2, 6, 
8 
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fosT omcc DCfMrniafT 

CRAFT SKILL TRAINING REQUIREMENTS 


Traininc 


For (fot»ioa) 


Sk»l or Topic 


■nic Tlmo 


ltf«n. No. 










Automotive Mechanic 


Repair Maintenmnce 


4 houra 



Irittnictor to bo (PooMofi) . 
Supervisor or Maintenance Analyst 



mf Should Trtinini bo Cooducttd? 



Typo of AppoNitmtfit 

ResTular (Annual Rate) 
Career Substitute 



Dosit. Mid Act Cede 



IVhtfl Should Train ific bo Cooduetad7 



Prior to independent assignment requiring only routine supervision. The need for skill training will be baaed 
on the judgment of the employee's supervisor. 



^ifits To Covofod 



A. Receiving work assignment 



B. Information shown on the Work Order when received by 
the mechanic 



C. Assembling tools/equipment needed in performing se- 

lected repair maintenance 

D. Safety consideration? 

E. Preparing vehicle for maintenance, as appropriate 

F. Representative repair maintenance procedures 

G. Making entries on the Form 4543 

H. Passing completed form to supervisor 



ERIC 



318 



Inttructtonol Aids M»d 
Notes to Instructor 



Selected repair maintenance 
work orders. 

Have trainee perform work 
shown on work order and 
make appropriate entries on 
the form under close super- 
vision. 



M-2 Handbook. Part 260 
P-13 Handbook, Chapters 2, 6, 
8 




Craft Orientation and Skill Troining: Mointenonce 
377*3 individuol Training Record 



377.3 



U S POSTAL. SERVICE 

INDIVIDUAL TRAINING RECORD 



DATE ENTEWCD ON DUTY 



OEflCNAT ON* ACT(V[TV CODE 



NAME OF eMPLOYEC 



SOCIAL SeCUWtTV NO 



POSITION 

Attfemeltv* Mechanic 



SKIuL OR TOPIC 



CHECK 
TNG. 
NEEDS 



A. GENERAL OHJLN T A T lON - A L L TOPICb 
»N GENtRAL ORieNTA''H'N GIVEN 



t. Ch AFT Or^lf.NTAT J J L TOPICS 
IN C.RAFl OHIEN ATlOh OIVLN 



C. CRAFT SKILL:* 



t SCMt 'UUll MAINlFNANCe 




O. CRATT'.^ LL^-URIVER .RAINING 



i VEMICL.L 
F AMtL. 

TION 



Lr(t Hand Drivr 



I) Ri^ht liuttd Driv* 



T)v««* Wh««i VtKicU 



J CONTROL! c OrtlViNC PRACTICE 
AND T t -» 1 > 



LHl> r ..T.-r 



b Ri«ht H^nd Dnv* 



4 TRACTOR THailGR 



HtQUIREO 
INSTRUCTION GIVEN* 



ADDITIONAL 
TRAINING PROVIDED 



INSTR.fC TOH'S 
INI Tl A LS AND 
O ATK 



TNG 
T IME 
USED 



IN5TRUC TOH S 
INITIALS AND 
DATE 



TNG 
TIME 
USEO 



SUPERVISOR'S 
SIGNATURE AND 
DATE 



9. OTHER /^/», ify), 



*When opptn0hl«, inntrtictor nule un<i»r **RBMAKKS" mdditiotuti iraininiJ in lhi» »kfll is needed. 
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